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About AEL's School-Family Relations Program

The Schooi-Family Relations Program of the Appalachia Educational {aboratory
({AEL) was started in September 1881 foillowing an extended period of planning. It
grew out of a major regional needs assessment in 1980, which drew attention to two
clusters of concerns. {1} interactive issues regarding how to improve the ways that
schools and families relate to one ancther, and (2} a focus on ways that schools might
assist particular groups of families whose children are, on the average, ''at risk”’
academically. In a special sense, the School-Family Relations Program aiso grew out of
prior AEL work performed under the Childhood and Parenting Researcn Program (FY
80-82). This previous work provided a network of field contacts, two cata bases that
could be further anc yzed, and reievant methodology and research exparience.

From the beginning, the Schooil-Family Relations Program has engaged in action
research as its main strategy for studying and effecting changes in school practices.
The Program’s purpose is to identify, develop, and encourage implementation of etfec-
tive home-school relations practices in schools within the Appalachian Region. During
1283 and 1984 tihis work is being carried out through three project foci:

’

(1) finding effective ways that schools can relate to ""'special needs’’ families (e.g.,
isolated rural, minority, singie parent, two-job families, etc.);

{2) improving communications between - schools and homes reyarding student
- hehavior, attendance, and academic progress, particulariy at the secondary ievel;
and

{3} preparing school personnef for working with families.

This workshop constitutes a major dissemination activity for the School-Family Rela-
tions Program, which concludes its National institute of Education sponsored research
effort in 1984.
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Improving School-Home Comsunications Workshop: :
{r , Using A Resouxce Notebook to Trair Teschers and Staff ~

(A Workshop for School Personnel in the Appalachisn Region)
Staff Development Personpel: . October 15, 16, 17, 1984

Teachers and Specialists: October 16, 17, 1984

Agends
Mondsy, October 15, 1984
10:30 ~ 12:00 Registration for Stsfi Development Personnel-—Eoliday Xan
Lobby
12:G60 - 1:30 Opening Activities—Holidsy Inn Dining Room
LUNCE-~Together
v
1:45 - 2:15 Explanation and Overview, Phase I--Holiday imm,
Room 619
2:15 - 5:00 Staff Development in School-Family Relations apd
: Communications: Research and Recommendatious
4 (3:25) REFRESHMENTS
5:30 -~ 7:30 DINNER--Together—-Fifth Quarter
7:36 - 9:30 "Fands~On" Planning and Preparation—-BEoliday Inmp,
Room 619

Tuesday, October 16, 19864

7:15 - 8:00 BREAKFAST--Holiday Inn Dining Room
8:00 ~ 8:30 To Do Today--Holiday Imrn, Rooms 119 and 619%
8:30 - 11:00 Decision-Msking, Flsnning and Prepasration of Staff
Development Activities for Teachers and Specislists
(5:00) REFRESHMENTS
11:60 - 311:30 Reflectio~ and a Look Anead to Phsse II
16:30 - 12:00 Régist:s:ion-fcr Teschers and Specislists—Holidsy Inn Lobby

#Por October 16-17: ALL pcrtxexpants in elementzry group will meet iz Room
119; s1l participants in secondary group will meet in Room
6i9.

5,

2
SORY
8




12:00 - 1:30 ‘Opening Activities (Staff Development Personmel, Teachers

and Specialists, AFL Workshop Staff)—Eoliday Inn Diming
Room . -

LUNCE--Together

1:45 - 2:15 Explanation and Overview, Phase II~-Holiday Ian
Room 119 snd 619

2:30 - 3:30 School~Family Communicatiops: Rescarch and Recomwendations
Boliday Inn, Room 119 snd 619

(3:00) REFRESEMENTS

3:30 - 5:00 School-Family Communications: Plaip Talk and Fascy
Listening--Boliday Inn, Room 119 and 619

5:30 - 7:00 DINNER-~-Together--Fifth Quarter .

7:30 - $:00 Shared Expertise-—Holiday Inn. Boom 119 and 619

Wednesday, October 17, 1984

7:15
8:00
8:15
10:30
11:00
12:15

12:30

—

8:00 BREARFAST~—Holiday Inn Dining Room

8:15 Opening Ac:ivities-ﬁoliday Inn, Room 119 amnd 619

10:30 Spoken snd Written Communications: Forms and Fumctions
11:00 Refreshments, Reimbursement Forms, sund Other Essentials
12:15 School snd Individual Action and Follow-Up Plans

12:30 " Reflertion and a Look :..1d to Phase IIX

Ad jov rnment

Workshop Traicers:

Dr. Oralie McAfee: Constltant to the Appaiachia Educstional Laboratory and

Professor of Education, Metropolitan State "cllege,
Denver, Cotorado

Dr. Edward Gotts: Consultant to the Appalachia Educational Laboratory and

Chie€ Psychologist, Euntington State Eospital, Hustington,
West Virginis

Beth Sattes: Educational Research and Development Speciaslist,

Educationsl Services Offices and School-Family Relations
Program, Appalachia Educational Laboratory, Charleston,
West Virginia

Sandra R. Orletsky: Director, School-Family Relstions Prograsms, Appalschia

Educational Laboratory, Charleston, West Virgisnia
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Section I

@ . About Ykis Resource Notebook

then convenience foods such as cake and muffin rixes were first market;§y

[YLEPT I

msny contsined everythirg except water, which the cook was to sdd. Some of

these box mixes did not sell too well until one astute student of human mature

A

sensed that too much had been dome for the cook--it seemed that'cfeativity, a
sense of pride, and varying things to suit the occasion could mot be achieved

by simply adding water and stirring. It 81l seewed too simple #nd made the

L8 o, . .

cook feel unneeded.

- So now we are invited to add "two fresh eggs" or "extra oil for extra
5 richness," "grated orange peel,” or some other personal touch that wakes the
¢ product suit our tastes, the situation-—and allows s to exercise our own

H

considerable creativity. The result: aliost no one bakes “from scratch”!
@ So it is with this Resource Notebook for Staff Development in

f School-Family Relations. We have put together in one notebook some of the

e basic ingredients of school-family relations, psrticularly for the states of
the Appalachisn Region; current research and best thinking on sca”f

= : development aud imservice traiuing; exzamples ol techmigues vo fosIer be:te”

*

home-school veistions through better commu1ica&ieu; and ways o train school

personnel iu using those techaiques. we have aiso srovided ways for vw3z2rs to

i BN

add their own "fresh egg," "chopped walpute," or'"exgrajchocolate"mﬂpexsonal,

local, state, or vther sdeas and suggestioas., We did it this wsy fcr saveral

ressons

1. Ve are convinced .that school people at the local level,
including the building level, do not need a pre-packaged
prescriptive approéch to staff development., Rather,
they need resources, ideas, and orgsnizational help to
develop inservice experiences in ways that meet their

% own identifiod needs.

- N
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2. There sre too many good ideas for encouraging better
school-home relstions for any one notebook, aad more
are coming out all the time. We've left space for you
to adé those that look promising.

3. As more resesarch and informstion on school-family
relations snd communications, and on effective staff
development becomes available--and it will-—you can
add it to thé appropriste sectioms.

4., The information we have compiled is limited to ome
aspect of school-family relstions: improviumg
communications from the school to che howe, There
are other sspects equally compelling: improving
communication from the home to the school, as well as
completely different forms ~f parent invoivemeat. You
may wish to sdd sections pertaiming to other techniques
of working with parents and the community.

Now to Use This Botebook -

We gre assuming that a person or committee reaponsible for staff
development in @ school district or schocl building would take the lead iz
using this material. The following approach yill probably be most productive.

e Study the background and informsg’on sections:

Section II--School and Famwily: The Essential
Connection

Section III~-Staff Developwent: Research and
Recommendstions

Section IV—~Guides for Effettive School-Family
Relations and Communicstions

Section IX——Bwalustion

¢ Quickly scan the resource sections, 8o that you have a gemeral
idea of what they contain (Sectioms V-VIII).

e Conduct s meed and interest assessment using the suggestions
‘hat sre givem inm Section III. With this information as s
guide, you can develcp objectives, them select sctivities from
the appropriste sections or other resources to help achieve
those objectives., Plsn and carry out the inservice activities
sccording to the guidelines, modifying and supplement ing our
activities and suggestions as approprisie. Remember
to evaluate snd followup! Msake notes about the way
you used the various activities snd the results, so
you'll have that inforuation to guide you apcther time,

I-2

I

B
RS} AL g R A ¢ TSI A SRS VA [T Y Emif SESTY o S ron e v ¥ m it o P
’ o) & o L% e et
\ \ 25 .



-

b

$e s:tescher,'er administrator, or other schocl staff member who is to
® - improve your own skills ir comnnicnting with fanilies, you'll want to read ~
-the background and iqfqrmation section, then examine your situation and
'you:sélf to see §h3£’33pects of school-family relstions you would like to
improve. ‘Pe;haps‘you sre uncomfortable talking with parents about problems;
maybé you tené to overvhelm thnz with "educstor talk" 3ithout really listening
to what they have to say., If so, turn to the asctivities oﬁ YListen With Your
Kind end Heart"” and "Plain WOrés" for some ideas and praétice activities, .
Perbaps you'd like to start a éigas calendar, so that parents will know what
their children,sr; studying and can d§ things tc help at bome. You can find
suggestions for getting that form of communication going'in "The Written
Word." | |
Whether yoﬁ.are using the Notebook for group wvork in steff development or
for yourselif as sn imdividual; you w111 find many additional resources in the
0 last section. If sctivities to meet your ﬁeeés sre not in the Notebook, try
some of the other reaoufées that sre éuégested. Many of the natiomnal
organizations will send catslogs and‘gample;éopies of their msterial on
request. Your stsate education sgency.or nearby college sre other good
resources.
Schools slone cannot eéucaie children. Scﬁoei»éetsonnel will find im
this R:source Kotebook way= to achieve better schog;ffamkly communications at

the nlassroom, school building, and district levels.
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Section I

Schoeol and Family: The Essential Counection

Howme—-Schkool Relstions

When school-age children are involved, schools and families are
ipnevitsbly linked. Sometimes they blame cach stiber for any problems;
sowetimes they support each other; sometimes they upeasily co-exist. But
whatever their relationship, the youngster who links them is probably

¢
influenced by it. Whatever their relatiomship, both schools and fsmilies
arc influenced. Whatever their relationship, the larger society, which has
a stake in the success of both schools -&nd families, is influenced and
co. €c1ed.

For many years, the Appalachia Educational Laboratory has been studying
the unique needs of Appalachisn schools and famwilies in msimtaining and
improving school-fsmily relationships. From our own work, and from other
studies throughout the United States, consistent findings emerge. Parent
involivement irn schools is significantly related to:

e improved student acsdemic achievewent,

e improved student sttendance in school,

e improved student behsvior in school, and

¢ increased community support for schools, including

human, finsncial, and materials resources (Barth, 1979;
Bittle, 1975; Boger, 1978; Comer, 1680; Duncan, 1969;
Balund, 1969; Fairchild, 1976; Gillum, Schooley &
Novak, 1677; ingram, 1978; Henderson, 1982; Bofmeister,’
1977; Karracker, 1972; McKinmey,. 1975; Mize, 1977;
Parker & McCoy, 1977; Shcllon & Dobsen, 1973; Shests
Shests & Dunkleberger, 1979; Swith & Brahce, 1963;
Trovato & Bucher, 1980).

We also know that parents think their children's education is important.

They want to be kept informed of their child's progress in school and to be

-
S

I1-1

13

R e s e e e AR £ by o 4 o o s AT g ENAND s el 1 R AR L A 8 B A T . AT e % st Y e Y D A 5 LR TS R AR U B o N




L WEEs

a. ...

-
|

involved in their child’c education {Btheridge, Collims & Costs, 1979;

Gallup, 1980; Getts, 1983; Hubbell, 1979;. Valentin & Alston, 19758; Williaos, QEQ. B

uram

1984).

Psrent imvolvement is a catch-all term that is used to describe a waide
variety of sctivities that range from occasional attendance at school
“unctions to intemsive efforts to help paremts decooe becter teschers of their
own children. We don't yet know all about what type of “involvement" works
best with different kinds of schools, communities, teachers, femiiies, and
children. For exsmple, information on appropriate activities for families and
schools with upper elementary and secondary school pupils is just beginning to
become svailable {(Gotts & Purnell, 1984).

However, quality communication between the school and home is present in
successful parent imvolvement. Of velue in snd of itself, it is also s basic
precondition supporting other types of parent involvement, such as teaching O
children at home, volunteering in the schoo’, or supporting the school's
educational efforts.

Let's look at some of the ressons school-family communication, as an
essential elememt in productive school-family relations, needs to be given
special attention: the changing relationship between the schoo; and the
family; the change in structure of many fsmilies; social snd demographic
change; and the incresse in educationsl expectations for sll pupils.

Chapge in relationship between the school snd the femily. There was 8
time when schools, families, the commun:ty, and other community ipetitutions
ell worked together more, esch fairly sure of wvhat its own and the others’

rcles and respomsibilities were, and each generally supportive of the other.

P
s,

I1-2
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Probsbly the best exsmple was & rule thset many families had: "If you get a
. [ )

lickin' at school, you get another st home-—nc questions assked.” School
"lickin's"™ are long gome, anétso is the u§§ues:iening relstionship between
school snd bome. Many parents and most of society feel free to questiocn,
challenge, and make their views known to schools as well ae other institutions
(Naisbitt, 1982). At the same time, they sre expecting more of schoole, mot
less (Goodlad, 1984). Many are better educated and more sophisticated than
educators perceive them tc be (Willisms, 1984). They are looking for
intersctions with schools; not for the expectation that they will give

unquest ioning deference.

As part of this changed and changing relationship, schools all over the
United States have established pareat advisory councils, state legislatures
have established "accountsbility" laws, grassroots and nstional citizenm
action committees have organized to influence school policy and practices,

and individual parents have challenged school actions (Nsisbitt, 1982).
Change in structure of many families. As expectstions of schools by
families sre influenced by larger tremds, so are the gbilities of families to
respond to the school's expectstions of them. Today's families bave changed
and continue to change. Both parents may work out of the home; single
parents~—~of either seéx--are rearing children; many fathers want & more sctive
role in child-rearing; remaerriage often creates a new and different family
structure; and cultural snd social diﬁersity is no longer "strange.”

Many parents sre baving their first child between 30 and 35; others
sre having children quite young. These two groups may have very diffe- 'nt
sbilities and desires im relation to schools and their children's school
work. PFamilies sre having fewer children, and those children sre more

likely to have been in preschool or child-care away from home before they



s

started to school snd before~ and after-school care. Although evidence is
strong that the predicted adverse effects of such family changes on
children's development have not come true, these changes call for a
rethinking of traditional mesns of school-home commuricatioms. For
example, sfternoon parent-teacher conferences may be unattended because of
the parest{s) employment. Reaching parents by telephome during the day may
be 2lmost impossible excéyt for an emergency. Seeing s parent as he or she
brings the youngster to school may not be possible, as the child may arrive
from a child care center. Other forms of commurnication may be needed.
§9§§£§_§g§_Qgggg;ggﬁig_ghgggg. Perhaps the most obvious socisl change
impacting a need for good school~family-community relations is the “grayinmg"
of Americs. The proportiom of people with childreﬁ in scbool continues to
shrink., It is projected to be less tham 20 percenmt by 1985. Schools and
families must work together witﬁ the larger<comnugity to provide the tax base
essential for good schoolg for children, parents, teachers, asud our emtire
society. Schools and comuunéties can work together to create anm "educative
community" using school and nom~school resources for education. Older people,
businesses, the srts—sand yes, even television and technology-—are some of the
elements of an "ecology of educating institutioms™ (Goodlad, 1984).

Other less obvious changes require school-family cooperstion to mske sure
children's progress in school is not negatively sffected: the pervasive
influence of television, the power of the peer group ¢« : children's behavior,
and the lgrge number of secondary school students who have paying jobs
(Goodlsd; 1984), Assigning homework does little good if television or & job
tskes up the time that might have been spent in homevork.‘ Telling parents to

have their teenager study does little good if the psremt is ignored. Schools
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do uot function apsrt from the larger society; they are 8 part of societal
changes, both infiuencing and being influenced by them.

ils. Educational

ckanges, both iﬁfluencing and being influenced by them.

Increases in educational expectstions for all pupils. Educational

. expectations for all pupils are increasing. Many states have instituted or

are considering competency tests for students. Some colleges are increasing
their entrance requirements in sn effort to influence high school
requirements. Schools and children alone camnot meet those expectstions;
families must help. A fewlexamples will make the point clear.

Families can help children attend school regularly and on time. They can
assure that children have the adequste rest, exercise, and nutrition so
essentisl to learning. They can show children they value studying and
learning by msking reading, study material, snd & plsce and time to study.
available., PFamilies can help snd encourasge youngsters who ave faltering;
stimulste and challenge those who need more than the school can provide.

Some families provide this support maturally. It is inm the child's best
interest for schools to do what they can to heip and encourage £ll families io
do likewise. When expectations are either too high or too low for a given
child, families must be invélved in setting reslistic expectations. Aﬁ the
secondary level, more stringent college entrance requirements indicate that
families msst be involved im course and career choices. ' \

In many communities, school-home relstions and the communications thst
echance those relations are satisfyinmg %o both school and parents {(Cocdlad, -
1984; Gotts, 1983). In many others, they could be improved. In all schools,
the relgtionships between home &nd ichool should be wonitored snd e;aiuated 88
an important part of the basic task of operating schools and educating
children.

I1-5
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Preparing Tegégggg and Other School Persounmel to Work with Families

Few teaschers, sdministrators, snd other school personnel receive formal
training in school-family relatiomns or amy type of parent involvement. I2 &
survey conducted in both rural and urban areas in the Appalachian Region by
AEL (Spriggs, 1983), only 37 percent of the professional personnel had
rece;ved such training in their undergraduste work, and only 24 percent had
received training in graduate work.

Service a#% support personnel (school secretaries, custodians, clerical
and classroom aides, and food service vofkers) interact frequently with
parents sbout discipline, school work, school activities, and lunches. They,
too, have received little formsl training inlinterscting with psrents.
Inservice training, when provided to supporxt staff, usually deals closely with
their work-related activities, not with how they intersct with varents.

Lack of formal training does mot, of course, iudicate that teachers,
administrators, specislists, or support staff are without any of the
necessary skilis. Teachers do not feel reluctant to desl with parents.

They report they have learnmed to work with families through experiences

other than formsl training: through being a member of a femily, church

work, volunteer work, and other informal sitgstions. Good human relation
skills, however lesrnmed, sre basic to communication with psrents or anyome
else. Less than 20 percent of the teachers said they were unprepared for
working with parents, but also less thsn 50 percent ssid they were asdegustely
prepared. |

In addition, 40 percent of the certified personnel and 35 percent of
service and support personnel said they would like assistance in interacting
with fapilies. Traiming in school-family relations and working with parents

is something many school people need and are interested in. More

I1I-6

18

e e e n e et e s e ot 1o i e N e AT e TR L ARE A+ RSN A A 4 5L R A A T A A 8

R
Caa
““ «

g
N




specifically, they asked for help in dealing with parents on discipline
issues, grsdes, attendance, and working with parén:s in general.

This need for more training of administrators, teachers, and other school
personnel in working effectively with parents has been confirmed by other

studies (Williams, 1984).

Recognizing Local Veriation and Need .

~
-~

Bducation in the United States is made up of individual clnssroems\\\\
buildings, and distgicts. each wigh their own unique stremgths and mneeds.

This is as true in school-family relationms snd communication as it is in the
provision of science facilities, amount of time and resources allotted to the
arts, or smny other aspect of schooling. Although there are msny attitudes and
skills in working with psrents snd the home that all school persounel share,
there will be differences, too. In-depth analyses of some of these
differences sre available in AEL's technical reports, and will only be
summsrized here.

Elementary schools in e families in different ways yu_secondsry
schopols. This is an appropriste resction to sge and developmental differences
in children and fsmilies, and to the differences in curriculum and school
organization st these levels. Little g#idance about school~family relstions
has been svailable to secondsry school personsel, since mest research and
development work has been in preschool and primary schocls. However, pirents
of secondary school children still want to be imvolved aad informed sbout
school activities in general and about any problems rel#ting to their own
children (Purnell & Gotts, 1983). Practices that sre effective in elementary
schools may mot work well im secén&ary schools &s the pagure of parents'

jnvolvement with their childrem changes. This does not mea: that they sre any
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less involved or interested. The attendance st any high school sports or
drams performance is evidemce of thst!

¢ Urbgn schkools and families may relate to esch other in different wavs
than do_rural schools spd families. Schools in small towns may have slightly
different interactions thsn:either rural or urban communities. Altbough
research evidence on these differences is sparse and based on parent and
teacher perceptioms, what there is suggests that rural and small town schools

‘are more central to the lives of families than urbam schools; teachers im
small towns were more likely to interact with parents around school activities
than teachers in either rural or urban &reas. There appears to be more
informal communication between home and schocl in rural communities and more
formal communication in urbsn communities; rursl parents have more confidence
then urban psrents thst wken childrem have problems in school, collaborative
efforts will produce the desired results (Gotts & Purmell, 1984).

Teschers report some interesting differences in the way rural and urban
families relate to schools. Rur#l teachers report that psrents seem unessy
about coming to the school and are likely to come only when there is 8
problem, Teschers in small towmns snd urban areas reported this much less
often. In urban aress, teachers report more interaction abcut discipline,
grades, and attendance than do teachers in rural sreas. Teachers im urbam
areas also requested help in working with families on discipline (Gotts &
Purnell, 1984).

Although urban, small town, and rural school-family relations are similar
in mamy respects, school persornel should be sensitive to the variations.
School personmel who are working in the same type of community im which they
lived and went to school, may intuitively resposd to these differences, If

they work in schools in & differemt type of community than where they grew
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up, they may need help in understanding and responding sappropristely to the
‘ - different comsnicst.icn pstterns and needs.
Likewise, if fapilies move Srbn one setting to another--am increasing
possibility in our mobile society—schocls may need to explain the differemces

before real misunderstandings occur,

distant gnd stysiped. Maintenance of trust and communicstion requires

[3
constant attention, but rebuilding is infinitely more difficult. Little is

koown about these differences in "climate" and their influence on
school-family relationms, but no ome comnected with schools or familiar with
current thinking about effective schools csn doubt that such differences exist

{(Gocdlad, 1984).
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Section IIX

Staff Development: Resesrch and Recommendstions

Whether you cell it staff development, professional developzent,
professional venewal, or just ingervice education, eontinuins education of
school personnel is essemtisl. This is.ss true in school-fawily relaticns as
ip curriculum content or inst:ictionsl methods. Maybe more so. Most teschers
and administrators in the Appsiachian Region received mo specific trgining for
vorking with parents and the home in their preservice training, yet they
realized that school-family interaction is either desirable (24%) or essentisl
(74%) in order to do the best job of helping pupils learn (Spriggs, 1984).
From 8 different perspective, pareats welcome teacuers’ ideas and guidance,
and consider teschers who communicate frequently with parents t§ be the better

teachers, higher in interperscnallskilis and oversll quslity (Becker &

' Epstein, 1981).

In this section, we will look st what we kmow about staff development snd
adult education as it pertains to school-family relations, then suggest an
aﬁproach to planning, developing, and evaluating staff development.

To keep the informstion concise emough to be of use to busy school
personnel, we have distilled research and recommendations from s wide variety
of sources, and have not elsborsted ot any of them, Use the listing of
references at the ead of this section and rescurces im the appendix for

{

further sfudy of the concepts and ideas.

&

¥nst We EXnow

local and state educstion agencies, colleges and universities, teschers’

associstions, professional organizations, and businesses that desal with
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schools have made staff development and inservice education one.§f the few growth o
sreas in education in the last decade. The reasons for this development

inc lude demographic treﬁél smong teschers and administrators; a decresse in
traditional sources of nev ideas and professional developmemt; social,
economic, and organizational changes; decentralizatiom of responsibility for
staif development; increased information on adults as learmers; expectations
that people will keep up to date; and recognition of the importance of

employee morsle and coumitment.

"Fever new
teschers are entering the profession; turnover among teschers bhas deen
reduced. ‘There is less mobility. The aéerage age of teachers and their level
of experience is increasing" (pbio Department of Education, 1983, p. iv).
Continuing education for current staff is essential if they are to keep

current, enthusiastic, and effective.

€

<

development. Beginoing teschers often brought fresh ideas into s séhool. but
their numbers are diminishing. Hany teachers and sdministrators h;ve slready
completed their graduste degrees or emough educstion to be st the frop of :hé o
scale,” and don't want more formsl education., Local sffiliste groups of
professionsl orgsnizatioms, who often provided workshops sud é;nferences
éirec:ly related to teaschers' needs and interests, are oéten strugglins for
existence rather than proviéing'dynsmic lesdership. Schocls asnd schoel

districts are providing inservice educatiom to teplace these former sources.

Socisl, ecopomic, snd organmizetions] chsnges. As & rvesult ofssocisl,

economic, sud school organizational changes, schools are being expected to do

things that teachers and admicistrators had l1ittle or no preparstion for.
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Inservice education has been essentisl to hélp schoole in “msinstreaming" of
handicapped children; bilingual education and Erglish as & cecogd,language;

multicultursl edusstion; differentiated staffing, especially team tesching and

*
-

vorking with anaprofessionais; the intrgduction of microcomgucers and other
instructional téchnology; imstructional concepts such as "mastery lesraing"

end “time-on-task"; the press for effective schools™; and, éf course, parent

invoivement. .
Decentralization of responsibility for staff developpent. Emphasis un
the buildisg unit, rather than the central office as the most effective unit

—~

for improvement and change, and or having building teschers and principals
design staff development programs to meet their own peeds is changing the way

inservice educstion is conceived of and delivered,

As more gdults, including

.sch;ol personnel, bave become involved irn continuing educstion, adults as

learners have been studied in-depth, with many provocative ideas for

éonsiéeration in staff &evelopment. These findings are discussed in the pext
. - \_\ . ) .
part of this sectiom. ¢

“information explosion®” in sll professional and technicsl areas has msade

‘continuing educatiom in all organizations essential. Schools and school

personpel are mo exception. {

izes i e of

1 le and itment. Staff development and professional renewal,

“properly done, sre recognized as important sources of motivation and high

soisle--even inspirstion. By honing skills and broadening professional ideas,
inservice helps teichers»feei secure, confident, and wmore satisfied on the

job, In addition, inservice activities supported by bosrd policy and
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administrative commitment demonstrate that these groups care about and support

what teachers do (Brodinsky, 1983).

.Adulgs gs_Learsers: Guidipg Principles

Reseaich on how people learm, develop, and change hss given us many
insights on s&dult Iearniﬁg. Some of the more significant findings,
particularly as they relate to school settings, inservice education, and
school-family relstions sre:

e Adults—even teachers with the same number of years of
college and tesching--hsve a wide range of previcus
experience, knowledge, skills, interest, self-direction,
learning styles and cognitive levels. A few will be asble to
think sbstractly, desl easily with theories, and see the
relationship of broad generalizations to their specific
situstion. Many will be much more councrete in their thimking
and conceptual style, They will needé many exsuples,
demonstrations, practice, and careful development cf
generalizations before they can understand snd apply them to
other situatioms. In additiom, individual differences among
people increase with age. As a result, adult educstion mist
provide for differemces of all kinds (Knowles, 1978)%

e Adults who cab deasl essily with abstract idess im theif” own
areas of expertise will mot necessarily be able to do so as
they begin to learn something new. For example, a top-motch N
teacher of & difficult, sbstract subject may have to start at

A s very bssic skill level in dealing productively and

positively with parents.

e Many adults prefer informal learning strategies with
opportunity for interactiom with other learners. Examples of
such informsl strategies might be sharing informatioa on
“yhat works best for me," or methods that call for team or
‘group learning rather than an individualized competitive
approsck, Even lectures, films, or demonstrations may-be
more effective when followed by group discussionm, practice,
or critiquing each other's trial applicationms.

e Adult learning is enhsnced by educational approsches that
demonstrate respect, trust, and concern for the learner.
Both persomal and professional growth and competence must be
considered (Holly, 1983), Adults will resist learning
situstions which they believe are an attack on their
competence. Knowles (1978) suggests that the teacher of
adults should engage in mutusl inquiry snd learning with the
learners, rather than simply transmitting knowledge or
monitoring skill acquisitionm.
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¢ Adults need to be self-directing (Knowles, 1978). They want
‘ to learn things that are important and useful to them. These-
‘ needs snd interests should be the starting point for planning
and organizing learning activities.
¢ Life situations, both personal snd professicnal, should
provide the organizing idess for adult lesrning--mot subject
satter (Knowles, 1978). Likewise, anslysis of their own life
experiences can be & powerful teaching/learning technique for
adults. .
e Acquiring a new skill, techmique, or attitude can be quite
threatening to adults who already have something that
"works.” They may need much assurance and support as they get
"worse" (try out new skills) in an effort to get better
(Joyce & Showers, 1983). They need to see the results of ;
their efforts and have accurate, yet supportive, information -
about their progress.
e Adults who are learning a new skill in & context other than
the one in which they will apply it should be taught the
problems of "trsnsfer," and that the grester the ambiguity of
spplication situation (as with teaching) the greater the
problem of transfer (Joyce & Showers, 1983).
Staff Development: iding P iple
. . Almost anyome conmected with a school caa tell you what's wrong with
inservice training as it has usually beeu conducted. They'll mention such
things as "too theoretical,” "mo follow-up,” "at 4:00 in the afternoonm, who
‘ eares?" or "Well, that's sll very nice, but what does it have to do with what
I do on Monday?" Researchers have identified broader concerns, such as the
lsck of time and money most schools have for staff development; the need for
coherent and comprehensiée need-based progrsms, rather than "one-shot"
workshops; lack of coordination and leadership, especislly &t the imdividual
school level; limited diversity im bow, when, and where inse-vice is provided;
inadequste definition of goals and objectives; and lack of evslustion. From
the viewpoint of our current concern--school-family relations—-we could alsc

add that most inservice appears to be focused on classroom instruction or the

‘ latest ides making the rounds (stress management, time managewent, or &
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particular discipline technique). Very little appears to be done in helpiné
teachers communicate and work with psrents.

Ir spite of its problems, imservice education and professional
development zre supported by school persomnel, especisily if staff development
is the right kind (Brodinsky, 1983; Howey & Carrigsm, 1980).

So what is the "right kind?" Are there magic ingrediemts that will make

)

staff development effective, interesting, and above all, result in better
learning for childrea? Well, no, of course not. What is avai!ablé are some
basic principles and guidelines, some based on resesrch, some based on
recommendat ions an& experience of respected practiriomers and theorists, and
some based on theories of planning and change. Some pertsain to the
institution--the school and school district; some perta%n to how to motivate
participants; some pertain to content and instructional methods; snd some to

time and facilities. The planning process that seems to be most promising is

Y

covered in the next portion.

.

Principles Relating to Ipstitutional Policies and Commitment:

® QFaff development activities should be based on school board
policies which all segments of the educational community can
support.

e A financis! commitment in the form of money, time, space, and
personnel should be made for staff development, Even a small
sllecation of money and designstion of responsibility is
better than ‘ome. If possible, this should imclude
incentives for teachers, slthough those in.2ntives do not
have to be money. Intrimsic and extrimsic rewsrds can
complement each other.

e Although the trend in staff development is toward the
building unit as the bsse, district-wide needs should also be
considered. School persomnel will sceept amd support both.

e Planning and implementing effective staff development should
be & shared responsibility. Administrators, cemtral office
personnel, or staff development specialists can't do it all.
Teachers snd other school personnel waut their say. But
involving and listening to teschers doesn’t mesn dumping the
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job in their laps. Successful programs sre jointly planned
and delivered.

Plsnning (4] i ion:

o Staff development should have an oversll plan, both for the
school and the individual. Fragmentation and duplication
waste time, effort, and emergy. Better to focus on a few
agreed upon goals than to have a smattering of offerings
which don't add up to any clear and complete program.

e Activities thst are on-going, cumulative, and part of a
school's total program are more effective than those which
occur sporadically. Short sessions held once a week, esch
one complementing and building upon the previous omes, would
usually be more effective tham s day-long session twice 3
year.

e Follow-up is essentisl to help teachers transfer the learning
to their own classroom snd situstioms.

Delivery:

¢ School-based programs are often preferred to those delivered
"out~of~context," although visiting other schools and
attending professiomal conferences car also be effective
lesrning experiences.

° Formxng teachers into groups who can support, critique, and
energize each other will help create a social climste that is
essential to the effective delivery of icservice tr.i:ing.

e A place for teachers to study, learn, and work together helps
creste & "learning” climate. With many schools less crowded
than they once were, such & place for professionsl
development might be housed in each school.

Content and Methods:

e Content should be sas close as possible to school personnel's
everyday needs and concerns. Thus, a genperal presentation on
the need for better school-home communication is less likely
to have an impact than more specific content thst provides
teachers the skills ard resources to schieve such
communication.

# However, theory and practice are two sides to the same coin,
and one car frequently illuminate the other. Knowing why you
do something, and how it relates to other things you do gives
them a1l meaning end significance. For example, teachers who
regard efforts to increase school~home communications as
simply "ome more tbing I'm expected to do," may have a
different attitude when they understand the bemefits to ali
concerned,
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Content and methods should work together to help learnmers
sttain vhat some researchers call “executive control" (Joyce
& Showers, 1983). All school personmnel work in relstively
ambiguous situations, where the upexpected is expected and
much judgment is required. School personnel need to
understand the purposes of what they are doimg, how to sdapt
and modify, when to use one approach and when to use snother,
and how to think conceptually about what they are doing.

Content and methods must work together toward achievement of
objectives that are clearly stated and known by the
participants.

A wide variety of methods are available and should be used
to maintain interest and increase effectiveness.
Combinations of methods are frequently more effective than
any one alone, as shown in the following chart.

S&ﬁaﬁgﬁgﬂﬁﬁzs&% W ?Fug’k‘?’"écgfzulﬂkmiﬁ IN KNOWLEDGE, SKSLL AND APPLICATION.

~——THE TRAINING STAGES

PERC
xmmggagm TRAIKING STEPS Egdrge s&sp cnﬁsrm
— ' Kicdle
5-10% THEORY to high Tow very low
Theog Plus fow to
10-15% DENONS Tfeus high middie very iow
strations, plus
2008 Thep 1T ond K high hish very low
Theory, demonstration, 1 feedback, ; 1 0
cuantgﬁtﬁg nSS??Ev?Sﬁ high high n?gdfe
Theor. e st ok
80-90% COACN] ’ high high high
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(From Staff Development Resesrch by Dr. Bruce Joyce, Director,

Booksend Laborstories, Palo Alto, California)

Lectures, £ilms, audio and video tspes, demomstrations,
sinulations, brainstorming, discusasions, role-tsking and
role-playing, instructionsl games, practice, smsll-group work
on & specific problem, "cosching,” group process techniques
such as Nominal Group Technique, development of materials to
implement the idess under comsideration, "hands-on"
experience, guided reflection, visitations, self-guided
instruction, computer assisted imstructiom, and
conversations are sll sppropriate. The list of possible
methods of teaching and learning goes on gnd on, and
variastions on the basic techniques are developed rapidly.
There is no reason for staff development to get into the
"sresentation followed by discussion” rut,
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o Difficulties inherent in putting any mew learning into
: practice should be dealt with “up front." Teach everyoue

isvolved asbout the problem of transferring what they have

‘ learned intc res!l 1ife settings and the discomfort they may
experience (Joyce & Showers, 1983), If possible, people
should develop a high degree of skill prior to tryimg out the
ides in their work. If the nev procedures are likely to
require more teacher time than the ones they are replscxng,
teschers and administrators should be told. For exsmple, it
is immediately obvious that iancreasing the nusber, variety,
and qualxty of communications from school to home will
require more time of someone. Better be honmest sbout it from
the beginning.

Planners of many kinds of progriams in many situations nave svccessfully
used the planning process that we and others rccommend for developing
effective inservice training. Teachers use this model, with varistions, when
they presssess children's knowledge, then develop objectives, plan and
implement activities, then evaluate children's learning and the activities.

; ‘ States and counties sometimes use this gpproach when they are contemplating a
pev service or a change ip service. It gdoes take more time and thought than
simply securing a good speaker on parent involvement or communication skills,
but the results sre likely to be better.,

¢
,
1

The process is shown in the figuré below:

r Develop Gosls
mcf §nmm and Objectives

Report Resufts
i&mnfy Resources:
m;m Materiais,
Time, Space, Money
Evaluste Prcghm &

N\

implement
Activities

Design
Activities
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Although the process looks like it proceeds ia an orderly, step-by-step
fashion, in actual prsctice it does mot. Fox example, when 8 planning
committee begins to identify available resources, such as time and money
available for inmservice, they may have to go back to the drawing boards and
revise or select only one or two out of severa!l equally important goals and
objectives. They cannot do all the things tha’ need to be dome. Or for
instance, as 8 group‘begins s year~long imservice plan that calls for teschers
to observe and coach other teachers, informal evaiuvation may call for &
mid-year correction. The plan was tsking far more tiwr thau anyone
anticipated, and teschers simply could not do it om top of their other
responsibilities. So the process is more flexible tham it looks, and in
actual practice there will be z lot of thinking shead, backing up, revising,
and redoing. Nonetheless, it is a very workable planning process.

tdeally, schocl board policy would stand behind and give direction to the
entire process, but the process can be carried out even in the absence of a
stated bosrd policy, provided there is administrative support and spproval.
Carried out by whom? Ideslly, by 3 planning committee representative of all
affected groups, including pagsmts. For exsmple, parents should certainly be
included in any school-ﬂgzzwjztttions staff development process. However, if
all groups cannot be represented, work with the people you have. We will
briefly éiscﬁss each of the steps, using examples from school-home relations
and communication.

Assess needs and interests. A comprehensive needs and interests
sssessment gets informstion From all affected groups, uses several wsys of
getting information, and tries to determine actusl needs, as well ss perceived

needs and interests.
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For example, parents of children of all ages should be given an
opporfunity to share their ideas on what sspects of school-home relations are
sstsifsctory and wvhich could be improved. School support and service
personnel such as secretaries and custodians lend ancther perspective, and
séministrators and teschers still others.

Typically, a survey questionnaire, plus informal observatior, is the
informstion gatbering tool. Eowever, that approsch should be supplemented {ox
even supplanted) by others. A short telepbone interview that secretsries or
volunteers csn carry out will obtsin rvelisble and usable informstion froem
psrents (Gotts & Sattes, 1983). A copy of this interview is in Appendix C
and may be reproduced and used.

Informal conversations with teachiers cam be systematically anslyzed to
determine perceived needs and interests. Techniques to help a group determine
priorities, such as the Delphi.nr Nominal Group Technique, can quickly help &
group set priorities, while making sure each member of the group has an equal
voice (Delbecg, Van de Ven, & Gustafson, 1975). Select those approsches that
fit the group of people you are working with. There are othere. The important
thing is to use more than one approsch.

Perceived needs and interests, especially of those people participating
in the imservice training, sre important to ksmow and should be the starting
point. What should be, or what is preferred, should also be determined. What
is the idesl state of affairs? How often and in what ways should schools and
families communicate? Once that is known, the discrepancy can be determined--
by obseréation and by objective data gathering {e.g., How many parent-teacher
conferences are held? How msny scademic progress reports go home before
reporting period? Is there & regular calendar or pevsletter? A‘p:tents'
bulletin bosrd?). Perceived needs--that is, what sdministrstors and other
school personnel think they need--sare probably not enough information.
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The Appslachia Educational Laboratory has developed msterial to help
locsl groups identify such educstionsl needs from 3 variety of perspectives,
then work through a procesz that results ic & plan for sction (Shively, 1980).
A summary of this process is in Appendix D. Additional material is available
from AEL.

In planning s needs and interest sssessment, don't ask sbout anything
thst it is unreslistic to provide trsining for. For example, a regular home
visitor who works part-time in the classroom and visits each home part—time
provides wonderful home-school coumunication and teaches parehtl how to help
their chiidren st hom2. Nowever, such progrsms are exceedingly expensive aﬁé
few districts can afford them. Be realistic, but not pessimistic! There are
many things schools can do for very low cost.

Needs sssessment csn 2lso determine useful informstion about when, where,
and for how lomg participants would prefer the inmservice, as well as
suggestions for rescurces.

Share results with the school personnel, parents, and others imvolved to
make sure the outcomes sccurately reflect their concerns. This validationm |
process can correct smy miscommunications early. |

Develop goals spd objectives. After informstion f;cm the needs
assesspent has been gathered, tabulated, snalyzed and validated, the next step
is to develop gosis and objectives to meet the identified needs. For exasmple,
if & high priority need is better communication with parents sbout children's
grades {and such s need was identified by teschers im the Appslachian Region),
sn appropriate goal might be: Tegchers csn explain Rrading stendsrds gnd

rocedures i - ls Q.
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There might be several objectives to help resch that goal. A couple of
sanplies are shown below:

Working together, geschers will write non-technical explamations
of standards and criteria vsed for each grading mark.

Specialists, teachers, and administrators will orally explain to
another person in noa-technicsl language the meaning of certain
commonly used grading and assessment terms (grade level, pecentiie,
mean, norm, and so forth.
Goals and objectives are seldom immedistely obvious from the results of
s needs sssessment. Much study, some artistry aud intuition, and s good
knowledge of the ares being considered are essential. It is & good ides to
try cut the goals and objectives on some of the people imvolved in the
needs assessment because everything else, including evaluation, flows from

the goals and objectives. Goals and objectives should be shared with

participants in the staff developwent activities.

»]. ~uo‘

budget i- tight, no need-tryins to locate the highest-priced éutgi&e
consultsnt. Determine what you can do with what you have. ' If released tige
for staff development is s‘najor problem, perhaps some. faculty meeting tiwe
could be used, or self-inétructionll materizls be made svailable, or & group
of teachers work together periodicsily during théit planning period or during
"specials." Spreadimg out activities over s pergod of time usually gives
better results from an all-day or half-day session anyvay. Perhsaps you can
locate two bours for & "kick-off," and follow up with mini-sessions,
individualized learning, or even a learning centef in the library or work
room. | |

What have other districts snd other groups done that you could use? What
expertise is tvaii#ble in your own school or district? Films? Videotapes?
Booklets? Audictapes that teachers can check out to listen to while drivipg?

Can arrangements be made for teschers to visit an exepplary program?

ITI-13
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In planning meetings, don't neglect physical comfort snd conditions that
allov for the kind of methods you may wish to use. Trying to do small group
sctivities in s crowded room with no tables is & sure setup for failure.

Design_gctivities. In the two sections on adult learning and staff
development, we outlined principles that research and practice have shuwa to
be effective. Activities should incorporate those principles as far as
possible. If you sre using consnlt#nts from a nearby college or another.
district, work with them to make sure they know what is expected, However, be
aware that certain kinds of learnings lend themselves to interesting and
effective activities easier thsa others. For example, it is essier to
practice certain skills that teachers need to have, such ss actively listening
to a parent, thanm it is to influence attitudes that may subtly discourage
parents from coming im to tslk at all. |

In designing activities, mske sure they are yaried, interxesting, and
appropriste to the type of learning and the goals being sought. They should
also model good imstruction. That is, thete;shouid‘be'effective and efficient
use of time, clesr directicms, provision for individual differences in
cowpletion time, task orientstion, and other basic instructional technigques.
You can find examples of learning activities thst meet those criteris in
Section VI. |

Unless everyonme knows everyone else, plan 3 "group-building” opening
activity to help people get acquainted and prepsre them mentally and
psychologicslly for the activities to follow. Time spent in this way is not
vasted. Exsmples are given in Section VI. )

Izplement sctivities. Do whatever has been planned, with a last-mioute

check on all details. Audiovisual materisls ready? Refreshments? Needed
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supplies?  Room arrangement? Staff development activities sbould be & model
of organization snd time utilizatiom.

Remember that followsp to see if sdditional help is needed to tramsfer
lesrning to the job, to “"coach," or simply to resssure snd reinforce as people -
try out new ideas is part of implementationm.

Evglugte. Evsluate the success of the activities in terms of the stated
gosls and objectives. How well did the participanis actually lesrn and do
wvhatever was stated as the objective? Will they put the ideas into practice?
Did they‘perceive.the information and activities as being useful and relevant?
What improvements could be made?

Formstive evglustion provides information about the effectiveness of an
on-gcing program or activity so that revisions can be made as ueeded.

S ive e gives informstion asbout the effectiveness of the ovarall
program and prcvidenlinforﬁltion for wmzking decisions sbout future proﬁraus.
The question should not be "Was this program & success or fsilure?” but "What
did this program accomplish?™ snd "Whst have we learned to guide future staff
development programs?”

More than one type of measure should be used. The shozt “reaction sheet"
filled out st the end of & workshop or meeti;g that typically serves as
evalustion seldom gives enough information. Sometimes it is imappropriste, as
wheu & group has been working Hard to develop a group feeling of support,
cooperation, and understanding. Observatioms during the sctivity can tell
muck about skill level, intepvest, improvement, and the general effectiveness
of the activity. I;;ernsl discussions with & small group or with individuals

will often reveal the need for easily made correctioms.
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€
Lo

R A P PP PR P U PPRO YRV G e) T, A EL o g s s e, oy T g 1P o Ao iy SRR b R 9 2 AR Y 1S PSR Lt (8




Followup evalustions can determine if the kncviedke or skill was-
sctually put into practice, and if people's perceptions of usefulness changed
or stayed the same. Good evalustion is difficult, and ve would recommend that
someone with special skills be asked to help. Masy school districts have
evaluation experts who can make this step easier and better. Further
information op evalustion in io Section IX.. |

Beport. Report the process that was used, what ﬁtn done, and the results
and reactions to those people who should know and who are interested.
Ismediste feedback to staff developers may help them in their preparations for
future training. Certainly a written report should be prepared for the
administration, but teschers and other schwol persomnel, parents, ané the
community at large are also interested and bave a right to koow. There is
oo need to weit until s stsff development program is over to report on it.
Parents often have nc idea what tesachers do oﬁ.minimal dsys waen their
children sre sent home esrly, or when school closes for a “rescher's meeting.”
Build understanding and support by letting them know. 8taff development
activities often mske good mewspsper, newsletter, or IV :toriis or spots. Use
them gs ap opportunity to improve school-family relations, especially if the

inservice topic is “"Improving School-Family Relations Through Better

Communication.”
A final word of csution. Even though these sections on adult learning,

stasff development, sud planning may seem lengthy, we have tried to summsrize

and explain as briefly as possible current best thimking and practices. Much
more informstion and more detailed directions cap be found in the resburce
listings. We would encourage anyone responsidble for staff development to

study those and other resources.

- 39
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Section IV

Cuides for Rffective Bome-School Beisgtions and Commmmications

Even though most of us-are a little uasure sbout exactly what
school-family relations and communicstions mean, we have & genersl concept.

Both parents and educators place& it high on the list of thimgs they

considered most likely to have s zo~d effect on the education students receive

(Gallup, 1980).

As AEL has approached its work in school-family relationms, we have looked
at "r:lations" in terms of the conmections between schools snd fawilies, when
people or g:§ups are mutually or reciprocslly interested in 8 common matter.
In the same way, we have looked at the term "cowmmunicatioms” as implying a
mutual effort to understand end share.

Some psrents will, on their own, initiate and maintain 8 high level of
communication and involvement with the school. Indeed, & few will keep that
ievel so high that it becomes counter-productive for a1l comcerned--too much
of a good thing! But in most inifances, §arents depend on teachers and
schools to initiste commumication, and that is what this Resource Notebook
focuses on. Do rgmember, though, that the communication we are sfter involves
botl: parties comyunicating about their common cotcern—-the child. Whenever
possible, coumunications toc the home should invite responmse.

"For furtber information call o

"If you have any questions, ' o

"I wiil be available between 3 an% 4 in the afternoon.
If you wamt to tsalk with wme, call’ .

M

"If you have sny suggestions or qpestions; write in the
spsce below and send them back to school with your child
or drop them in the mail, We went your ideas."

Iv-1
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Put the school's name, telephone number, street address, and nailing
address on formsl communications, especially those that ask for a response. .
At the beginning of each year, send bome & card with-thst irformation om it,”- ; Tl
plus names parents shculd kmow--the principal, school secretsry, and others as
appropriate to the grade level. Suggest that the informstion be posted with
their "most frequeatly called" numbers, or om the refrigerator. Consider
"gtick—-on™ labels to be attached to the telephome right under emergency
numbers, especially if you have am absentee policy that encourages parents to
call in. If that is done, someose should be there esrly in the day to answer
the phone, or an answering and recording device should be hooked up, or both.

Nothing is more frustrating to parents than trying to do what they axe
supposed to (in tbis case, call in), omnly to be stymied becsuse of a busy
signal or unanswered phone. Many parents leave home early and sre unable to g
call from work. &:T

As you communicate with parents and the home, these guides will help. .

e Recognize that schools and homes have shared goals. ‘

e Respect all parents and communicate that respect.

e Acknowledge the changes thst sre taking place in the
family.

e Understand the different types of schooli-family communication
and the advantages and limitations of each.

e Tailor communications to your listeners and readers.
@ Get expert help if you need it.
Recognize that schools and hgme; have shared goals. Schools and homes
gshare many goals; the most important ome is the nuture, development, and
education of childrem. Schocls and bomes have differemt, but complementary
roles to play in this process. Sghools orovide educational opportunities
for children that most parents cannot; families provide education and . -

development opportunities "“st school canmot.
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Sometimes schools snd families get caught up in their own concerms and
forget thsat the child’s education is their mutusl interest. A teacher may
give up and say “"These parents aren't interested; they just don't care.”
Parents may remember their own less than happy experiences ig school and
spproach a teacher or principal with leftover~—and probably inappropriste--
fear or hostility. DBefore any real progress can be made, teachers must
believe that pstents have 8 crucisl role in their children's education, and
parents and teachers must trust esch other. §gggglgr-admigis;;stors,
teachers, specialists, and support p;rsonnel-—musg ggg; the lead in helping
to establish that trust, if it is missing, snd must convey to parents in &
pesitive way the school's belief in paremts' importance in education.

Respect all parents snd cormunicate thst respect. Respect is not

sometbing that parents bave to earn from a teacher, principal, or other school

personnel. It is something that is their right as humsn beings. We do £5£
have té'agree with their i&es;~or actions, but we nust respect them as'people.
Respect—or lack of respect--is communicated in many ways: Tome of voice,
word choice, ‘facial expression, time (How long do we make people wait? Are we
toe busy to hear their comcerns?), body lamguage, expectations, recognition as
8 person, ané in msny ~ther subtle and mot se subtle ways.

Schools must des!] equally with all fesmilies, regsrdless of rsace, ethric

background, size of family, number of paremts in the home, family income,

~ educational level, rural or urban residence, or their skill in dealing with

the séhool.

Let me share g personsal exerience thot taught me that lesson well,

I once taught in & school where the educational level, income, and

sophistication of the parents were as low as the size of families and number

of problems were high. Concermed about one of the children in my class, I

Iv-3 ‘ °
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visited the home—to find an unemployed father sttempting to care for the
six children in a tiny house. His wife--the mothe; of the childrem--had
abandoned them the week before. I left with s better understanéins of my
pupil~—and a éeeply~fe1t mixture of respect, sdmiration, and humility.
Many ?f our pirents have personal, -femily, work, heslth, or other

problems that we may know pothing about. That some are able to keep going

at a1l is amszing. In smsller, closer communities, we oftem learned those

&
-

things th;oush the “grapevine.” In a larger, more impersonal society we may
have to make a special effort to understand amd extend to patenés the
bénefit of sny doubts-—and encourage them to let us know any specisl
circupstances for the sake of the child.

"Forget the

i#ealized, romanticized pictureri the American family and learmn to accept
parents as they are” (Nedler & McAfee, 1979). No need to lament that both
parents work away from home--most school people do the ssme thing! Whether
they sre single parents, ésreﬁts is custody battles, out~of-work, with
overvhelming personsl problems, addicted tc television or other things, too
wrapped up in their own lives or career to spend much tize with anybody else,
or the "idesl family," most are genuinely concerned about their children.
They may mot know how or be able to show that concern in g-vay that helps the
youngster in school, yet the comcern is there.

As school people, we must seek more effective ways to communicate with

this changed—-and still changing--American family.

d s gnd limi ions . School-home commumications take two major

i
forms: those sbout the jndividus] child and those ¢f concern to gll ebildren

and families school-wide (Gotts & Purmell, 1684), Communications asbout the
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individual child include reports about the child's academic progress and
behavior, indiwvidusl atten&;ﬁée and tardiness notices, get-acquainted calls or
messiges, formal and informal parent-teacher conferences, work samples,
telephd%e cslls, and individualized suggestions of what parents can do to
help. SChool-vxde commupications inciude handbooks, newslet:e:s. recorded ©
nessages, lunch menus, dzscxplzne codes, field trip permission forms, bulletin
boards, snd announcements and flyexs of all kimds.

Parents and schools need both kinds of commumication. Iﬁdividnalized
messages &re ubusllé quite personasl, cogfidentiai. and can be emotion—laden,
dealing as they do w:ith one child. These communications <31l for tact, )
' comsiderztion, empathy, and an understanding of the paremt—~child relatiomship.
For exsmple, in a hdme where relations between child and parent sré slready
strained, asking the parent to ”$e sure she does her homework" msy make a bad
situation worse.

All too often individusl messages £rom school to home e; home to schooi
are about problems. Parents and schools need to hegr more about the good
things that happen!

Psrents read and like school~wide communicgtions such &s newsletters
and handbooks (Gotts, 1984), More effective use of these group commuﬁications
and experimentation with newfforms-"teletips" (tecbrded messages for which
people csil in), radio and tele?&sion messages--may incresse their value in
school-family communicatioms., Teliing psrents in gdvsnce sbout any povel
school or class activity, reporting successes and concerns, "profiling”
significant people (igcladins pareats and students), slerting parents to
deadlines and upcoming events, lunch menus, PTA/PTO events, and many other

inforustion and trust building subjects arc appropriate for school-wide

communications. Use these communicstions as honest public relstions and
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"market ing" techniques. Enthusissm and 2 positive outlook are very much in
order.

Much informatiom that pareats receive about school comes from their
children apd is on the order of "What did you do today?" "Nothing; same old
thing." School~family communicstions can help parents put thése reports in
better perspective (Rutherford & Edgar, 1979).

Tﬁigé¥ communications tO YOur listepers and tesderg.‘ In all cases,
cowmmnications.shouid be in clear and understandsble language, short, and ﬁo
the point. Check andﬂdouﬁle-check written material fyr spelliﬁg, punctuation,
sentence structure, and other mechanics, zs well as organizstion and clarity.
In today's climate, you tam be sure that your school will be judge& by the
written materigl you send out. ‘ . '

Avoid tecbnical jargon--"staffing," “auditory memory,” "visual-motor
integration"~-snd the endless scr§nyms school people use a5 shorthand among
themselves. Learn to put those words into plain English, Spsnish, or vhatever
language the parent vuderstands. Be specific enough that the parent knows
what you mean. On the other hand, remember that parents are more
knowledgeable, sophisticated, and wise than we sometimes give them credit for.
The dggs when the doctor, lawyer, mimister, and tescher were the only educated
people sround are long gome. A parent may not have & degree in education but
may work with statistics, computers, and complex problems in msthematics,
psychology, human mature, organization, and management everyday. Don't
"talk down" to people.

Know who you are communicating with snd meet them at & language level
that establishes commupicatios. Hostvof us do this automatically unless we
are uneasy and defensive. If it's difficult, practice will help. If you
miscommunicate, back up and start over!

46
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Find out ﬁh&t types of communications work best with the families and
. school you &re in and use them. How do you find out? Ask, collect data, use
your judgment and sensitivity. If what you are doing isn't working, do
something else.

Cet ex Ip i eed it. Today's families sre bombarded with
highly sophisticated, carefully prepsred “"media campaigns." Many large school
districts have experts in public relations, communication, graphics,
photography, and other aspecﬁs of communicating with the public. If your
district is so blessed, use ghem! 1f not, make sure that what you send out is
the best you can do, because you're competing with the best.

_Sometimes school psychologists or social workers have special traiming
in human relgtions snd cam observe, demomstrate, or coach in needed areass.
Since many of the skills needed to commumicate with parents are the ssme as
those needed in other organizstions snd institutions, see if they have some

. resident experts they would share. For example, many organizstions are

teaching their embloyees bow to listen attentively—~s skill we sll need.

n
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Section V

Especislly for idmipistrators sné Policy—Mskers

School bdoard members, superintendents, and principals have slways kaown
that “the central office plays a critical role" in amy school changes. "The
coordination,” leadership, and clout it brings to the effort can make the
differen:e between success and failure® (D?anda, 1984). This is ss true in
staff development to achieve better school~family communications as it is in
any other szspect of education.

Now, we're not suggesting thaet superintendents and board members have to
sttend & series of inservice workshops on school-family communications—-
although we hope that you would find them interesting and valuable~~and we
know that your presence at even one would mske them more important to everyone
who does attend!

Rsther, this section is s salute to sdministrators and policymakers to
vhom school personnel and parents look for Weoordinagtion, leadership, and
clout."” Your support will do much to help teachers, specialists, and support
stafg.achieve better school-family relations for better education. Building
principais, who belp set the tone snd climate for school operatioﬁs including
relations with parents, will find many suggestions that apply to them as well
as to teachers.

The vnguenes; and highly political nature of some "pareht involvement” in
the last two decades hs; made many school board and administrators uneassy,
even &s they know that lack of parent involvement and support is a warning

sign that & school msy be in trouble (Dianéa, 1984), But psrents don't want



to take over policy-msking snd admipistratiom.

3

the current stste of s€fsivs:

Polls snd surveys show that [parents] would like a grester say in
the affairs of their schools. But this does not mesn thst parents
wvant to take over the schools. Some do, but most don‘t. Rather,
they wsut to be kept informed in as clesr & fashion as possible,

especially about their children's progress and welfare. Further,

* they want the decisions and those who mske them to be visible, They

wuld prefer to leave the running of the school to the principsl,
and the classzooms to the teachers and, if possible, to
hold them sccountable (p. 273). -

So what can and should distriet policy-mskers and administrators do?

Southwest Educstional Development Lsboratory (SEDL), based ou| extensive

surveys of administrators, policy-makers, parents, and teachegs imn the

southwest region of the United States, has these recommendatiogs:

First, in addition to providing preservice snd inservice training
for teachers, principals and other school administrators should be
included im parent involvement training activities as they often set
the rules and norms im schools. If they are mot aware of the
bepefits of parent iavolvement snd/or are not skilled in working
with parents, school administrators may set norms which discourage
teschers from using the parent involvement skills and knowledge they
have acquired.

Second, in order to encourage school district staff at all levels to
develop better relatioms with psrents, district policies should de
written so that they clesrly specify this as & desired goal.
Responses from the superintendents’ and school board presidents’
surveys indicate thst the existemce of writtem policies encoursging
parent involvement is related to increased levels of a variety of
parent activities in the schools.

Third, if districts are designing a psrest involvement program, they
should again view the various types of paremt involvement &s a
developmental sequence, both from the teachers' and the parents’
point of view. Incressing parent involvement in the role of
sudience [attending school events, receiving and scting on messages]
requires comparatively less effort snd skill on the part of both
teachers and parents than would psrent involvement as home tutors,
decision makers, advocates or co-learmers. Therefore, the skill
levels and estimates of available time for each should be the focus
of program efforts (Stallworth & Williams, 1983, pp. 17-18).

Further informstion on the various roles parents cam play in relatiom to

schools and on the research results is svailable from SEDL.

o
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Although imprqvingtschooi-fauily relations and commmuications does not
have the glsmcur'of ¥eraining for high-céch,“ or "excellencé," it is
nevertheless basic to establishing and maintsincing good schools. "Childrem
vhose psrents encourage aad suﬁport schooling have an added advantage in f
school" (Epstein, 1984). Parents who encourage and support schooling give
teachers, administrstors, and school-bosrd members an added sdvastage in
educating those children. And that is what this Resource Notebook is about.

Many schools and districts periodically survey parents and thé community
to determine their perceptions of what the'School is doing and if'imérovement
is needed in amy area. Typicslly, a questionnaire is sent home or meiled.
AEL bas developed a short, persomalized telephonme interview that has been
highly successful in getting detailed information and resctio#s that often
don't show up on 8 questiomnaire snswer——if, indeed, the questionpaire is
returned. People are responsive (over 95 percent of those called agreed to
participste), the sample is tbus sccurate, snd the entire procedure is
effective and efficient. The interview questions are in Appendix C. Complete
directions for samﬁling, sdministering, and coding are svailable from AEL
(Gotts & Sattes, 1982)., If a more extensive needs sssessment is desired, a
systematic process is described in Appendix D, with 2 complete mapual
avsilable from AEL.

The cchool-fsmily‘relstions snd communications we focus on should fit
into and complement slmost any school program, becsuse they are bssed upom
AEL's long experience with schools, families, and children in the Appalachisn
Region, and upon recent research in scheol-family relations. We have designed
this Resource Notebook around whst schoole and psrents sctually do snd what
they ssy works, plus what school persomnel said they would like to have more

training in.
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Hany of these forms of communication require bosrd and admivistrative
approval and support; some do not,. Some require money; some do not. Some axe
more effective in elementsry schools, some in secondary.

Based on research donme at AEL (Gotts, 1983); we make s case for &

addition, we have focused on:

School-home communications that busy teachers snd principals can '
do; many sre things people alresdy do, but unsystemstically and g
perheps uvncertasinly.

Low-cost but effective techniques.

Techniques that complement other proven approaches, or &t least
don't conflict with them. For example, parents should feel welcome
to call or come to the school to _alk with the teacher, but they SN
should not expect to imterrupt clsss or even class preparation. We
suggest that parents be given a specific procedure for getting in
touch with the teacher by telephone or in person.

A wvide variety of communication strategies, so that school
personnel can choose those that best f£it their situatiom.

Making sure that the form and tome of the communicatioms imvites
snd encoursges s mutual concern for the welfare of childrenm
and schocls.

different model of parent communicstion ard involvement at the secondary level

e

than st elementsry. Such s distinmction may prove useful to locsl districts as :ﬁi

they study snd perbsps modify policies snd practices in local schools.

The differences sre shown in the chart on the following page.

994 4
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WODELS OF SCEOOL~FANILY COMMUNICATIONS/INVOLVEMERT

Special Events -
gnd Conseyuences

tescher negotiation.

Events have a general focus
for all parents of & class-
room or school; the perent
is to view all children's
work as well as their
child's; strengtbens the
sense of meighbborhood snd
school ownership.

Primszy Secondaxy
‘Essentisl ~ Relstions sre proximate or - Relations take place st
Charscteristics physically close; involvement a distance, with parents
is expressed by being present. wmonitoring progress; im-
Q volvement means being
. present when needed.
Group . = General purpose parent groups. Special purpose parent
involvement groups.
Honi:oring - Mgy visit school and review Resds pewsletter; visits
School student work. only as needed.
Tescher ~ May regularly confer with Visits teacher if special
Contsct teacher to monitor progress. pneed is identified.
Academic - Basic skills, adjustment, Gradustion credits and
Focus and social integration. progress, specislized
progress.
Attendance - Presence 8t school. Presence in individual
Focus classes.
Disci e - Problems require psarent- . Problems require pareat-

teacher-student—others
pegotiastion.

Parents are drawn by inp-
terest or their child's
invelvement to sports,
musical and dramatic
events; their child may
be seen here ss sn inde-
pendent performer;
strengthens the sense of a
broader commusity and
school ownership.

The differing pstterns imply and call for differenl practices of
school-family communications at these two levels.

Visitation nights and

scheduled teacher conferenmces for all parents sre emphasized at the elementary
level. In secondsry schools, informative, timely nowsletters draw parents
selectively into activities. Conferences at this level are not routine, but
sre definitely availsble to handle special difficulties or problems, Ao early
varoing/communication systes should be kept in place at both elementary and
secondery levels to notify parents at the esrliest possible time of their need
to step in to help regarding scademic, socisl, or behaviorsl problems. Frompt
notification of student absence from school, for exsmple, is valued by parents
st both levels {(Gotts, 1983).
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In addition, we have identified topics that paremts aod schools said they

wvanted and needed to know sbout regardless of age or grade,

§

AREAS FOR HOME-SCHOOL COMNDNICATIONS *

Academic progress

Homework policy and parent role

Attendance

Code of conduct/expectations

Student behsvicr and health

Testing for screening/placement

Local program emphasis

Special events (e.g., open house, science fairs)

Extracurricular activities (e.g., athletic

program, drama, concerts)

Opersticn of local schools

' Qpporgunities to help and support the school
: (Gotts, 1983)

,
.
LA

+
6

There are far more ways to get hone-school'comnnnicstions going about
these topics than we typically use, as the following list suggests. You

can probably add a2 few morel

w

| | VEHICLES OF EOMZ-SCHOOL COMMUNICATIONS

Newsletters/report cards

®

e - District and building handbooks

e Interim progress reports sent home halfway through the

warking period i o

e Phonme report - o
/e Special notices S
s Letter or teacher ncte | LA
e Homework to be scknowledged R
e Individusl conference, smsll group conferences S
e Parent-teacher group (locsl or district) )
o Orientation meeting

e Open house -

o Information bot line

e Reecorded message R

¢ Parent Resource and Informeticn Center

e Informal petwork

e Mass media—television, radio, newspapers

¢ _Ckhildren

¢ Community event

®

Tutorisi guide or scademic guidance sheets
. {Gotts, 1983)

i
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Adninistrstcrs“ate usually directly or indirectly responsible for several
. of these, including newsletters and handbooks. Since our research has
jdentified them as being valued and important sources of imformation, we have

developed some background information snd guidelines that you and your
: L)

pe-Schoo 1 ngémgk
begins on page 9. Communicating Through Newsletters ir Secondary Schools

district may find useful.

begins on page 13,
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Communicating fhrough The Eo-e-SchooI Handbook:
‘ Guidelines for Principals !

Edward E. Gotts

Many elementary principals rely on handbooks as a mesns of communicating
asbout their schools to paremts, school perscmnel, amd the broader community.
The individual principal typically sssembles and writes the handbook for use
in a particular school snd meighborhood settimg. The bandbook may include
persosal statements reflecting the principsl's own views on childrearing and
echooling snd on ways that bome and school cam work together to sccowmplish
their shared educational mission. '

.AEL's study of the handbook as s communication device supports the
preceding picture. Further, the study underscores the thoroughly personsl and
informal process by which the principal prepares or "borrows" s handbook and
then periodically modifies it in respomse to changing local circumstances.
Anslogously to the formstion of pearls, moreover, our findings make us suspect
thatgcertein parts of any given handbook are added lsyer upon layer &s a

 protective shield whose purpose is to smoothe over some underlying source of
irritation or to guard against potentisl conflict.

e In view of the informal process just idemtified, we were pot wholly

- surprised to find nmo source of guidelires or standards to assist the principal
who desires to prepire or revise a handbook. Yet our study revealed the

: handbook is such an important technique that its development should not be

- ‘ shaped solely by chance circumstauces or the personal iaclinatioms of the

: writer. Rather, the principsl can best prepare & handbook that meets its

intended communicstion objectives by combining locsl and personal perspectives

with a8 more comprehensive and systematic appfosch, The remginder of this

brief presentation summarizes useful guidelines that we have uncovered in our

work. These guidelines cover three issues confronting the handbook's would-be

suthor: (1) presenting contents within the context of the handbook's

organization, (2) the prozess of preparstion, and {3) using the handbook

effectively.

1 i t ]

Contents should be presented clearly and comcisely, using ap informative
conversstional tone. This can be achieved by imagining, while reading sloud,
that an individusl parent or a new staff member is listenming to the
presentation. Educational jargon should be used sparingly. The principal
should be guided by imagimation into & matural &nd comfortable style of
expression that reflects his or her personal spproach to school administration
and to school—commun.ty relations. -Fidelity to both this inner vision and its
outward expression sre essential, since the handbook will set the tdpe for all
that is to follow. That is to say, the "correct" style is ome which creates
in the reader an sccurate expectation of bow the primcipal and the school will
come across during subsequemt contacts throughout the year. Accordingly,
ideslism must be tempered with realism.

used content. Rach of the following should contribute to the handboek's

. Organization should commence with the more general and perennisily
usefulness: tuble of contents; list of persommel (includimg itiserants) and

V.9 |
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their sssignments; named parents who serve in lesdership roles; the year's
calendsr, including PTA/PTC meetings; & sample dsily/weekly schedule, with
times; statement of the school's pbilosophy, curricular approack, and
distinctive chsracteristics; a concir : reference list of school policies, with
mggticn of ‘where more complete discussion can be located; and special programs,
exphases, and activities of the locsl school system. .

Next, more specialized end limited topics should be presented. Brief
treatments of the following aress are kaown to De belpful: atténdsnce policy
snd notification of sbsence or tardiness; the grading and reporting system,
with particular mention of "ingerin" reports, promotion/retestion policy, and
classification or streaming or tracking of students; transfer procedures; free
textbooks snd supply fees; homework expectations; student health and
iomunization policies; student dress aud appearance; stsndsrds of conduct and
discipline code; supp lemental or optional imstruction; school lunch and
nutrition program; transportstiom, transit to and from school, excuse motes,
and early departures; birthday parties, open house, and other special '
occasions; safety, including dangerous or disruptive materials found in
students' possession; admimistering prescribed medications; exceptional
children in regular classrooms; use of the school telephone; emergencies;
communications procedures regarding student difficulties or problems; and
safety patrol snd other getivities invoiving designated groups of students,
including snpnusl trips and outings for selected grade levels.

Finally, operation of the bome-school partnership should be considered in
terms of: the respective responsibilities of school and h-ue; how .
cormunicstions are to be initiated, conducted, and emcouraged; aveilability of
staff for conferences; classroom visitastion, including restrictions on
visitation for designsted persons—e.3., restrictions resulting from child
custody decisicns; desired parental role in homevork; special guidance the
school is prepared to offer parents; suggestions for helping the child do well
in school; assurance that potentially conflicting interests of Home and school
will be handled comstructively and for the child's benefit; parent-teacher
organizations and activities; parents as volunteers; ané other opportunities
open to parents who are willing to be involved more extensively.

, Pr ces

The foregoing comments on contents and style will ensble the principal to
achieve & more comprebensive and systegstic approach, without losing local and
personal perspectives. Yet to assure greater precision of local perspective,
the process cau be enhanced by first holding discussions with faculty om
geveral of the content aress. Using an in~service workshop formsat, facuity
can sharpen the effort's focus by indicsting where they stgnd on tke issues;

i

~ suggesting training they desire to prepare thew for jmplementation; and

exploring problems which will require sensitive treatment.

Once the principal's and faculty's views and concerns are expressed, 8
small, randomly selected sauple of parents can be interviewed by PTA/PTO
lesders or other volunteers to determine their personsl experiences and
desires relative to home-school communications. The interview questioms can
particularly probe imto areas that will be most conducive to making sound
decisions sbout the handbook's design and emphasis.

V‘IG 5;{4
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AEL has conducted a smali-scale study of handbook preparation using this
suggested process. The process was effective in the sense of delivering to
the principal, before a handbook's revision was commenced, (a) clarification
of the communicetion challenges posed by the parents' snd faculty's needs &nd
readiness and (b) guidance regarding priority sreas for inclusion. The latter
of these results sllowed the principal to use priorities slso to exclude
certain contents which seemed less vital at the time within that neighborhood
school's immediste community—~thereby msking the size of the handbook and its
revision more manageable. Through this process of study we have also learned
about some particulsrly helpful contents to include on "operation of the
home—school partnership.” We are prepared in 1984 to share tbese results with
Kanawha County principals.

The simple-to-use school "self-study" techniques that AEL has developed
render the task well within reach for the average primcipal who is unsccustomed
to conducting formal research. Rightly understood, the purpose of the study
process is to provide quality information in support of the principal's decision
making about (a) what to write snd (b) how to focus the effort im order to meet
identified needs. The principsl who is already intimately acquainted with
faculty and parent views on these matters can bypsss the data gathering stsge
and turn at once to summsrizing on paper what is known. These summsries will
then guide the handbook preparation process.

Time is the essence of effective handbook usage. The most opportume time

for distribution is at the very begioning of the school yesr. To accomplish

this result, all dats gathering and summarization should be completed the
preceding spring. Armed with thie preparation, the primcipal carn complete
writing and/or revision as a part of the administrative post-school year
wrap-up in June. That leaves the suwmer for rereading snd minor touch up.
Typing and duplication csn be completed by tbe school office as & part of the
fall pre-term stsrt up.

If this plsoned timeline looks firm by the end of the present school
year, parents can be aslerted in advance to anticipate the new handbook's
availability the following fall. Making such & public commitment will help
insure that the necessary priority and effort will be assigned to get the job
done on schedule.

There are options for selecting the occasion and means of distribution.
The handbook may be passed out at the yesr’'s first PTA/PTO meeting, with
follow-up for sll parents who could not attend. The PTA/PTO might instead
perform a deliberate person-to—person distribution. Room mothers might, with
the help of enlisted volunteers, do the ssme thing, or the fall term might
feature a "koow your school opem house. This last option is mot as workable,
because en open house in early fall requires wmore effort and momentum than can
rormally be mustered so soon after school's opening. Altermstively, children
might carry home sn attemtion-catching notice anmouncing that the handbook can
either (a) be picked up at school by the parent, or (b) upon presentation at
school of s sigped tear-off request, to be carried home by the child. The
point is to make sure that parents receive it in & state of heightened
expectancye.
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If the next scheduled PTA/PTO meeting features sn interesting discussion
of the handbook (with amnounced emphasis on selected topics), fsmilisrizatiom,
study, and use will be encouraged. Theresfter, throughout the school year, if
staff will respond to parenmt inquiries by turning to the handbook and
reviewing with parents the relevant sections—-even when they perfectly well
know the answers-—they will by example emcoursge parents to seek answers there
to their questions.

Toward the end of the school year, the primcipal may wish to discuss with
a8 small sample of parents and teachers what the handbook has meant that year
to their partnership with one another in supporting the child's progress in
school. The questions for this can be borrowed directly from among those
already used during the handbook plamning phase a year esrlier. Typical
responses, with personal ideprtifying information omitted, can then be
sumearized on a single sheet to be bound intc the front of the handbook whes
it is next duplicated. The Bheet can be titled in some appealing mapper. For
example: “What Parents and Teachers are Saying about this Handbook!"™

EN

AEL Study Results

The preceding suggestion also provides a fitting way to close this brief-

set of handbook guidelines. Here are some of the things being ssid sbout s
bandbook that was prepared in the msnner described above:

e Including the schedule "supports informed participation.”
e It "helps parents who can't come to school.™
e Parents used it to "explain more about school to my child.”

o It "makes parents feel more comfortabl~ <bout visiting
the school.™

e It "encourages school visitation and conferences."
e It contasined "all the information we needed to know."
e It "strengthens my relationship with the school.”

e It helped me "deal with my child's academic problems."”
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COMMURICATING THROUGE XEWSLETTERS IK SECONDARY SCROCLS

Edvard E. Cotts

Findings

In an AEL study of school~bome communications, perhaps the most
interesting finding is that newsletters may well be the most effective
general method for informing parents st the secondary level. Of the common
communications practices available to secondary schools, newsletters
accounted for more contscts than did any other method. When assessed by
means of parents' own free recall or experiences, slightly over eighty
percent of sll parents interviewved mentioned them 28 communications they
had received.

Attitudes toward the newsletters were not yequested directly;
instead they were inferred from parents' spontaneous remarks. In such
remarks, parents favorably mentioned newsletters sixty-five percent of the
time, meutrally thirty-three percent, and megstively only two percemt.
Compared with their spontameous comments about other types of
communications, no other types received so large a proportion of favorable
and so sm&ll 8 proportion of unfavorable resctionms.

Finslly, we assessed from the content of their spontanecus remarks
vhether parents sctually resd the nevsletters they received. This method -
of inquiry was used to svoid biasipg parents in the direction of
exaggerating their use of the newsletter. Over seventy percent of all
parents, who recalled receiving newsletters, appeared to have read them.
If more cssual reading is counted, thz pumber rises to nearly ninety
percent. Thus, of those who discussed their use of the newsletters, only
ten percent sppesred not to have read them. Moreover parents commented
readily on ways that they had acted on the information provided.

In summary, & large msjority of parents mentioned nevletters as
their most frequent means for receiving information about secondsry
schools. They sppreciated being informed ic this way. More importantly,
by a wide mergin parents read and acted on information provided. This
communications success, further, was schieved through the use of
newsletters that often were prepared hurriedly snd whose quality might, if
rated objectively, be graded ss average to good. Thus, even better results
might ressonably be expected as school personnmel were to stress the
following guidelines for making newsletters communicate more effectively.

Guidelines News le s

Many of the guidelines presented here ma2y seem to be based on common
scnse and certainly would be supported by scund jourmalistic thinking. The
guidelines resulted, however, neither from a common sense spproach mor from
& hsndboeok of journslism. Rather, these have been extracted largely from
the spontaneous remarks of the several hundred psrents who participated in
the AEL interviews asbout school-home communications.
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To De effective, newsletters should be:

e informative of what is happening at the

" school ‘

@ timely, to let parents snticipste,
schedule, provide transportatiom, attend,
etc.* .

e brief snd to the peint, with the main ideas
being presented at the beginning of each
srticle or section

¢ clesn and uncluttered, with headings to
make it easy to find particular topics

e somewhat informsl and persomal rather than
stiltad and formal

e livened up with simple graphics that .
capture attention, summarize ideas, remind,
redirect, convey attitudes, etc.

Newsletter content should emphasize: recent accomplishments
(academic, athletic, artistic, school appearance, service, attendance);
upcoming events, schedule changes, conference times; scholarship
application informatiom; trips ox travel opportunities; human interest
items (but not gossip) featuring students, parent volunteers or leaders,
staff; program emphases and stremgths of the curriculum; transportation
arrangements; activities scheduled for parents, students, and communities,
A brief but comprehensive cslendar on the cover page should be
cross~referenced to fuller treatments om the particular numbered pages of
the newsletters, :

¢

At the start of the school yesr or the new term, when classes and
staff sssignments change, parents wish to learn the. names of teachers,
counselors, and office staff; to receive advance schedules of all athletic
and other extracurricular events; and to be informed about the school's
goals, special projects, discipline and dress codes, etc.

Other guidelines for style suggest that humor should be used
sparingly. If it is to be used, it should be reviewed in advance to assure
that it is indeed humorous to mest readers and offensive to none. The
writer must be sensitive sbout the tome. It should be forthright rather
than subtle; objective and positive at the sasme time; stimulating and
tending toward mild emthusiasm; and revealing of a sincere desire to
communicate and inform. Within this frame of references, there is room for
personal! messages and viewpoints. The tome of the newsletters will often
be more apparent to the ear tham to the eye, so copy should be, evaluated
for tonme by reading it aloud.

News letters, we find, are read by students as well as parents. Thus
the writer and editor will do well to consider this dual sudience. For the
same reason, it may be desirable to have both student and parent

*Most negative remarks about newsletters were from parents who
claimed they had received information too late!
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representatives iovolved in the planning snd review of the newsletter
contents. We have witnessed schools where both psrents and students vere
active not only in this way but also &s sctive contributors of written
material for the newsletter. These kinds of arrangements, while far less
common, were found to add much to the quality of the newsletters. No
metter who contributes, the newsletters must have an editor who makes final
decisions about content and style. Usually this will be one of the school's
administrators or s mature faculty member. A journslism advisor may
sometimes be & natursl for this cssigoment. Interestingly, ome of the most
ambitious and successful newsletter editors we have encountered was the
head of 8 science department.

Fivally, the newsletter should set the sceme for all other school-home
communications, In this sepse, it must be relisble and predictable. It
should invite neither more nor less parent and community involvement than
the school is ready to handle. Staff, parents, and students, thus, will
receive 8 unified message about the school®s intended practices of
communicstion.
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Tips for Setting Up Better Newsletters aind Newsbriefs

hesd sumnsrzzes“the'story. 90 gg;_use“handwrztten headxngs.

Do_pot use vertical hesdings s with one letter under the other. We read
from left to right rather than from top to bottom and & heading of this nature.

is hard to read.

_55_gﬁggggg_;g__ghg&g_ggggg,te illuminate the message. A cluttered
publication distracts the reader.
Double spsce between each news jtem and between the beading and the

story. Single space each paragraph.

Upderline the £i line se of each psrsgrsph. Also underline
nsmes of people in the articles.

Use "bullegs” for emphasizing important points. These sre made by typing
a small letter o snd filling it in with & black felt-tip pen--like this o o.

Always proofresd carefully. Do not allow typogrsphical errors or
grammatical errors to war the publication.

Recognize today's reslities in your writing. Don't sssume that only

mothers are going to be involved and responsible for school comcerms. Avoid
stereotypes of any kind.

And ?in‘ll’-.o t

There is slways room for improvemert, so make it a continuing
process~-look for more effective spproaches and strive to make the publication
as professionsl &s possible.

Remember-=if the information is important egough to be sent to parents,
it is important emough to semd it in the most sttractive and readable fashionm.

-~-Adspted from Kansss City Board of
Education, Public Information
Office. Dr. John Wherry, Director.

K E)l
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Section VI

Especislly for Yeschers snd Specialists

It is ome thing to know that school personnel need more training in
school-family reistions, and that changes in stsfi development are being
recommended. It is quite amother to pull all the ideas together and implement
them in actual inservice training. Im this section we have chosen &8 few bigh
priority gosls snd topics related to scheol-family communications to show
different ways sound staff development principles can be used to help develop
an on~going, flexible inservice p:ogrsn.

Our intent is to provide & nén-preseriptive model that those respomsible
for staff development can use "as is," learn from, #ad then go on to use the
principles and techniques in déveloping their own stsff traininmg.

To sccomplish this goal, we have developed six inservice training
sessions, some of which could be divided into twv shorter sessions. They are:

1. School-Fswmily Relations: What We Xnow

2. School-Family Communications: In Plain Words

3. Listen With Your Mind and Eeart

4, School~Family Communications: The Spoken‘Word

5. School-Pamily Communications: The Writte# Word snd Other Symbols

6. School-Family Communications: Academic Guidance Sheets |

7. Parent-Teacher Conferences
The first five are designed to be used in sequence.

In sddition, we have compiled sources and made suggestioms for staff
developers on how to plar an inservice training session on paremt-teacher
conferences, so they have an opportunity to practice the principles they have
learned.

Ve hsve made no sttempt to include all possible areas related to
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school-family communications. For ezample, we have included little or nothing
on recruiting and using parent volunteers in schools, teaching parents how to
be more effective tegchers of their own children, recruiting parents ;o
support general schnol sctivities, to be comm&nity representatives, or
advocates. All these efforts sre guite appropriite.

However, we have chosen to focus on things that bﬁsy tepchers'én&
principals can do. Indee#. many school people are already doing them, but
sometimes unsystematically. We 2lso looked for techniques that afe low in
cost. They complement, or at least don't conflict with current best thimking
sbout good imstructional practices for children. For exsmple, we encourage °
teachers to tell parents the time and place they will be available for
personal discussions or telepbone calls, This helps avoid the time-counsuming
practice of parénts expecting to drop by to see the teacher.

We have suggested a wide variety of teaching methods, ranging from
interdependent group lesrning to self—instructionm, but we have avoided special
audio-visusl msterials which may or may not be available. We have
incorporeted several well-researched imstructional practices, such as:

e building upor informatior and experience learmers already
have,

e actively involving learners,

‘¢ demonstrating, -

e providing for practice,

@ coaching,

e using a8 variety of inmstructionsl techmiques, and

o planning for transfer and follow-up.

Each of the training sessions is set up in similar feshiom. There are:

instructions to the leader, objectives for the participsnts, msterisls needed
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to carry out the activity, procedures to follow, and follow-up/evslustion.
In the procedures, there sre:
e Materials the leader can read or psraphrasse to give inforumstion, -
directions, snd guidance to participants. These "direct
instructions” or information appesr it regular typeface.

® Tips and guidamce for the leader. These are indicated by bold-
face type.

® Handouts to use during the treining, witb 2 copy which can be
uged for duplication purposes im Appendix E.
| Throughout, we encéurase staff deQelopuent specislists to adapt to the
psrticipants’ specisl needs and situstions. For example, there is much
variation in how well participents in inservice training know each other. If
participants don't know each other, s “get~a€quainted" activity should be used
at the beginning of each session. If participants alfeady know each other,
they might become a more cohesive working group by spending & few minutes
sharing something related to the topic. For example, they might share their
most heart-warming encounter with a parent, or the funniest, or the most
troublesome.
Before attempting to use any of these sctivities, take time to study them
thoroughly so you understand the procedures and the reascns those procedures

vere used.

Good Luck!

VI-3
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School-Family Relations: Whst We Know

To_the legder:

In working with 2 group of people, leaders are often faced with the task ¥
of having people learn some bssic background informstion. In many cases, they
peed this basic informstion at the first meeting so they have s common basis
for proceeding., Often, there is not lead time to distribute reading material
to people prior to the meeting. Just as often, they won't have read it
asyway! The ususl vway to solve this problem is to have s lecture, perhaps
with some sudiovisual sids to mske points clear and liven up the presentstion.
In this introductory session, we &re going to use another method of belping s
group learn essentisl facts and concepts. Called “Jigsaw," it bas been
sdapted from methods designed to encourage interdependence, cooperstion, and

“yesponsibility in school students. We sre using it to introduce some key

ideas sbout parent inmvolvement, znd school-home relations, to set the stage
for the "what and how" staff development sessions that follow. However, you
can use the technigque for any fsctual, narrative material that you wish to
present. For adult learmers, it msy be that the best thing sbout it is that
it requxres thes to be active and lets them put their own good teaching skills
into practice. Also, since the technique is not widely used, the uovelty
should spark people's icterest. Who knows, perhaps they may even try it in
their own classrooms. Because people will finish reading and studying st
different times, have additional relsted msterials availsble for thewm to go
to.

L)

\

We have prepared four resdings on school-home relations, four “expert
gsheets,"” and & quiz, so that you may use them "as is"™ if you wish. They are
labeled Handouts VI-l through VI-5, but because of their length do not appesr
separtely in the Appendix. However, you may also prepare your own aaterial,
add locally pertinment materials, or a topic that local assessment shows is |
needed.

The four subjects we have prepared are:
Read ing One: Whquurent involvement? (Esndout VI~1)

Reading Two: Parent Imvolvement: Perceptions of Parents and”” =
Educators {Eandout VI-2)

Reading Three: The Kodern Dilemma of School-Home Comumcancns
(Bandout VI-3)

Reading Four: Single Parents sad the Schools (Handout VI-4)

TExpert Sheets"-part of the ngsaw methcd-hsve siso been prepsred for and
attached to each reading. The concluding "quiz" is Handout VI-5.

How to Use Jigsaw II
The directionms for Jxo-sw II have been sdapted for sdult’ learners in

typical staff development sessions from an article by Robert Slavin of the
Johns Hopkins Team Learning Project (1978).
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Jigsav II

Jigsaw is 8 technique developed by Elliot Aromson (1978) and his
asssociates at the Usniversity of Texas and tbs University of Californis st
Santa Cruz. It is g relatively simple technique, designed to increase :
participants’ sense of responsibility for their learning by making each ome an
"expert"” on one part of an instructiomal u.it, and them having each student
teach the part on which he is an "expert" to the others om his team. Jigsaw
II is based on Aronson's original Jigsaw concept, but has many different
features.

For more iaformatiom om Original Jigsaw, see The Jigsaw Classroom by
Elliot Aronson, 1978. Beverly Hills, California: Sage Publications.

OVERVIEW

Jigsaw II can be used whenever the material to be studied is in marrative
3. It is more appropriate in areas in which concepts rather then rote
«cnory is the gosl. The basic "raw material" for Jigsaw II should de a
chepter, report, or similar narrative or descriptive msterial.

-

In Jigsaw II, participaants work in heterogeneous tesms, They are
assigned chapters or other units to read, and are given "expert sheets" which
contain different topics for each team member to focus on as he or she reads.
When everyone has finished reading, participants from different teams who had
the ssme topics meet to discuss their topics in an "expert group." The
"experts” them return to their teams and take turus teaching their teasmmates
about their topics. Finally, all of the participants take a quiz that covers
all of the topics. The key to Jigsasw is interdependence--every participant
depends on his or her teammsates to provide the information they need to know.

PREPARING TO USE JIGSAW IX
Tc meke your materials, follow these steps:

1. Find several-short chapters, reports, or other short umnits
that each cover s similar amount of msterial. If you plan
to have psrticipants resd in the traiming session, the
sections should not require more thsn a half hour to read;
if you plan tr sssign the reading for outside work, they
can be longer

2. Make an "expert sheet" for esch unit. An expert sheet tells
participants what they should concentrate om while they
read, and tells them which expert group they will work with.
It consists of topics that are central to the chapter. As
much as possible, the topics should cover issues that appear
throughout the readings, 8o that recurrent themes and
significant ideas are reinforced. Exsempl:s of "expert sheets”
are attached to the back of each readiug in the set we have
prepared.

VI-6
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3. Mske & quiz for each unmit. The quiz should comsist of
approximately eight questions, two for each topic. The
questions should require comsiderable understanding, becsuse

. the participants will have had plenty of time to discuss
their topics in-depth, snd easy questioms would fail to
challenge those who had dome a good job im preparation.
HBowever, the questions should not %“e obscure.

All participants must amswer 21l questions. The quiz should take no more
than ten miuutes.

Time Allocation

Time allowed for Jigsaw II depends on how long it takes participants to
resd the materisl and how much time you wishk to set sside for the Jigsaw
units. The sequemce of sctivities snd approximate times required are
presented below; you may shortem or lengthen the suggested times to fit your
schedule and the time needed for your particulsr materials.

Sequence of Jigsaw activities (Times vary with length of material):

1. Pass out expert sheets snd readings or sssign topics
if everyone is reading the same materisl (about 5 minutes).
2. Llearners reed material (sbout 20 to 30 minutes).
3. Llearners meet in expert groups (asbout 15 minutes).
4. learners return to report to their teams (about 20 minutes).
5. Quiz {about 10 minutes). B
o “fotal time: 70-80 minutes

INTRODUCING JIGSAW LI TO YOUR CLASS

, Before you begim to tse Jigsaw II you will need to have ready the
following materials:

i. 'Participant copies of the reading units you plan to use
(chapter, report, etc.).
2. An "expert sheet" for each student.

€tep I: Introduce Jigsaw ) $4

You will need:

2 . ’ )

e Copies of the reading mntgriaﬁ for esch participant.
® An "expert sheet" for each participant.

Y . VI-7

.o
i)




1. Introduce the Ides of Jigsaw II
To explain Jigsaw II to the participants, you might ssy the following:

"We are going to be using a new way of learning called
Jigsaw, In Jigsaw, you will work in lesrming teams to
study resding materiasl. Each of you will have a special
topic to learn about. After you have read the msterial,
you will discuss your topic with members of other teams,
and ther you will return to your team ss an expert to
teach your teammstes about your topic. Finally, every-
one will be quizzed on all of the topics. The topics
are like the pieces of 8 puzzle—-each expert will be
working to fit his or her piece in so that the whole
tean caan do well on the quiz."

2. Inform Students of Their Team Assignments

"Now I will tell you which team you will be on.
When I read your name, find your tesmmates and sit
next to them." (Can name group, if you wish.)

Read the names of the members of each tesm and designate a place fot them

to assemble. Participants can move chairs together to face each other or move
to tables.

3. Pass out Reading Msterisl and Expert Sheets

Distribute the readine material and expert sheets to each student. Then
continue a8 follows:

"As I mentioned before, the idea behind Jigsaw is
that each person becomes an expert on a particular
topic and then teaches it to his or her teammates.

The first step in this process is to read the
material, look in particular for information wentioned
on the expert sheets."

Step 2: Introducing Expert Groups

You will peed:

¢ Your reading materials

AN

1. Finish Reading

Let the students finish their reading. Ask those who finish esrly to go
back over the materigl to be sure they understand it.

2. Introduce Expert Groups

As soon as slmost all students heve finished reading, intrcduce expert
groups as follows:

VIi-8
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"Now you will all have a chance to'discuss your topics with
others who have the same topic. In & moment, I will ask %
everyone who has Reading 1 to get together, everyone wiro has g
Reading 2 to get together, and so on. In these expert groups
you will be able to talk about your topic to decide what the
most important things are about it. You should share your

. information so that others will shsre theirs., 1 will sppoint
& leader for each expert group. The leader's job is to make
sure that the expert group does its job well by trying to get
every student in the expert group to help add ideas. Fold
your arms across your chest if you understand.

Check for understanding. Explsin further if needed.

Point out & place for eech expert group to assemble. If there are more
than seven participsnts in one group, break the group into two. _Appoint &
leader for esch group or let each group select s leader. When partzczpsnts
gve in their expert groups, have them start discussing their topics.

Encoursge them to try to anticipste what may be on the quiz, and recommend
that they make lists of what they think are important snswers to the questions
asked in the topics. Work with each expert group, one st & time, to help them

structure their tusk and use the time effectively. You mav wxah to give the
expert groups special hints, so that they will have truly uvnique informstion

to bring back to their teams.

Step 3: Tegm Reports and Quiz

You will need:

o Your reading materisls.
@ A copy of the quiz for each student.

1. Team Reports

Have participants return to their teams and report on whit they learned
in their expert groups. Again, participants should emphasize the mainm points
snd anticipate what might be on the quiz in preparing their teammstes. If you
wish, you may have a discussion of the material following the team reports,.

If you do, try to draw on the Mexperts" in the discussion to emphasize their
special 8kills and knowledge.

2, iz
Fifteen minutes before the end of the period, have participants take the

quiz.

From: Robert E. Slavin. Using Student Team Lesrning: The Johns
Hopkins Team Learnipng Project. Baltimore, Maryland: Center for Social
Organization of Schools. The Johns Hopkins Unmiversity, 1978,
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Note:

For staff development purposes the score is not
important; the lesrnming is what counts, so we
recommend that the quiz not be '“graded.” However,

responses should be discussed so psrticipants can
learn what they heve missed.
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Handout VI-1

‘ Reading Ome: Why Parent Involvement?

Note: The "axpert sheet" for this reading is at the end.
The references are in Appendix A, Selected Resources
on Parent Involvement.

The Appalachia Educational Lsboratory recently compiled and synthesized
research sbout parent involvement snd schools. This summsry mskes s strong
case for systematic parenmt involvement.

VI-11 )
7




R TR T Y

I,

II.

ill,

Iv,

Psrent involvement in schools can mske 8 major difference to children
and schools. Research hgs shown parent involvement to be significantly
relgted to: '

A, Improved academic achievement
(Bittle, 1875; Boger, 1978; Comer, 1980; Duncan, 1%6G;
Gillum, Schooley & Novak, 1977; Ingram, 1978; Hofmeister,
1977; Karracker, 1972; McKinpey, 1975; Mize, 1977;
Shelton & Dobson, 1973; Swith & Brahce, 1963; Trovato &
Bucher, 1980.)

B. Improved school behavior
(Barth, 1979; Comer, 1980; Bdlund, 1969; Fairchild, 1976.)

€C. Incregsed attendance
(Comer, 1980; Duncam, 1969; Parker & McCoy, 1977, Sheats &
Dunkleberger, 1979.)

Additional benefits to schools imclude:
© .
D. Increased community support for schools

E. Increased resources: human, finmancial, snd msterial

Parents want to be involved; they feel educstion is 1mportsnt and
they want to stay informed of their child's progress iz school
(Etheridge, Collins, & Coats, 1979; Gsllup, 1980; Gotts, 1983;
Rubbell, 1979; Valentin & Alston, 1978)

Schools need to be flexible in defining participation. There are
many ways that parents can be involved; not everything is appropriste
for every parent. Most parents are interested im things which

affect their own child. Consequently, school governamce--or
a&vzsory board participation--would probably attract a smsll number
of parents (Aldem, 1979; Lightfoot, 1978),

Involvement may meac little direct psrticipatiom, such as receiving
comunication from school or teacher, coming to the school build-

ing only when necessary, or being im the gudience at school

programs. Parents may sliso be very active, involved 8s tutors,
volunteer typists, lunchroom momitors, etc. Membership in the

PTA, Boosters, or special fund-raising group for facility im-
provement is yet another type of participation. "Parents-as-teachers”
is 8 popular concept, especially in preschool and esrly elementary
years, mesnzng direct involvement in the teackxng-learnxng process,
usually in the home emvironment,

Schocls need to take the initistive in establishing vehicles of
communication, and in inviting participation and involvement.
Vhen teachers make more frequent contsct with parents, psrents
tend to make more frequent contact with teschers. Implementation

VI-12
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of communication between the schcol gnd family is asscciated with
._ incresses in the number of parent-initisted comtsacts with the

school (Bittle, 1975; Duncan, 1969; Ingram, 1978; Mager, 1980;
Parker & McCoy, 1977).

Schools have access to the information parenmts sre most interested
in (academic progress, behavioral difficulty, etc.) and should be
the ones to routinely keep parents informed.

Personal contact is the most effective method of resaching people
(Ingram, 1972).

V. Because the percentage of voters who sre parents of school-age
students is declining (projected to be less thar 20 percent by
1985), involvement needs to extend to the gommunity at large.

A. Voters who receive some form of communication from
schools are more likely to vote and to vote favorably
on school-related issues (Carter reported in Ingram,
1878).

B. Hubbell (1979) found that two of three adults have po
contact with public schools but want to be ivformed of
things like curriculum, budget, etc.

‘ Given the two Statements A and B above, it is mot surprising
that public schools have been faced with decreassing community
support and public confidence. There are many ways to involve
the non-parent sector, such as: .

e increased use of community experts and resources,

e senior citizep involvement (Note: By 1990, there will be
more people 35 years and elder than there sre students im
grades K-12.),

e use of mass medis,
¢ mnewsletter to comwunity members, and

o community educstion/recreation (Sattes, 1984).

wWhet sre some of the reasomns that working with families and the home
mske such & difference in children's aschievement in school? Irs Gordon
(1978) analyzed some of the home snd family factors that influence children's
learning. His snalysis follows.




The first assumption that people hold is that the behavior of parents and
other family members within the family influences child learning., The
evidence for this is fairly widespread. It rests on longitudinal studies im
England, internstional surveys of educationsl achievement, and a variety of
sociological and psychological studies within the United Ststes. Im
particular, there seem to be three sets of family factors whichk have bdeen
found to be associated with intellectual behavior and personality development
(Gordon, 1969), All of these, today, may seem somewhat obvious, but they were
sot necessarily obvious in the early and mid-1960's when those of us
sttempting to institute new programs of parent involvement ran into the cynics
and sceptics.

The first set sre demogysphic factors. These are the clearest indicators
from sociology, but in terms of educational program development, sre the least
susceptible to change. These are such variables as crowded homes, €amily
organization, family income, ethnic background, quality of housing and social
class membership. '

If we turn to process varisbles--that is, the behavior of wembers toward
each other——then we have two additionsl sets, ooe cognitive, and the cther

gmotional.

«

The cogrnitive set consists of such items as the amount of academic
guidance families provide for their childrem; the thought level snd style in
the bome; the language level snd style in the home; the use of the
neighborhood and community as an educational resource, and the planning for
such use; the perception of the parents that they sre indeed teachers of their
children, and their sctusl modes of direct imstruction of their children; the
educational aspirations they hold for them; the existence and use of externsl
resources, such as day-care cemters, nurseries, kindergsrtens; the
intellectuality and reading press witbin the bome, that is, not only the
existence of books and magazines and newspapers, but the modeling of their use
for the child; and the samount of and type of verbsl intersctios, not only
among family members, but more particularly between adults, and infants, and
young children. All bomes &re obviously verbal, The key element seems to be
the interaction of adult and child in the langusga domsin.

The emotional factors are represested by such items as whether or not a
single adult is consistent in the msnagement procedures used with the child,
as well as the expectations held and the communicstion of these expectations;
if there are several adults and older childrer in the family, whether there is
consistency across these people in the way the young child is handled; the
emotionsl security snd self-esteem of the psrents; their own belief in how
much influence they have over their own envircnment and their own fate;
whether or not they are protective of the infant; whether or not they sre
wvilling to devote time to the child. Here I would stress thst even in single
parent homes, or where both psrents mav be working, the ability of the family
to set time aside for the child-—a children's hour if you will, ratber than
the cocktail hour-—seems to be an important factor. Other varigbles——such as
the orderlimess and routine of the family, the existence of & pattern of work
hsbits, and & trusting sttitude toward other socisl sgencies——all seem to
influence a child's intellectusl development (Gordom, 1978).
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More recent research (Williams, 1984) done by the Parent Involvement in
Education Project at the Southwest Educational Development Laboratory has
suggested ways in which schools might help families creste home environments
that enable their children to succeed in school.

Recommendgtions For Building Family Strengths:

School district, building, and/or classroom pareant imnvolve-
ment efforts nmeed to establish program sctivities based on
the premise that parents are [just as] important to
children's academic success as educators. This will
pecessitate providing parents with more of 8 voice in gl1l
educational matters.

Parents need to be more fully involved at all levels of the
educastionsl system so that they cam: (a) stremgthen the
capacity of their families to establish appropriate learning
environments, (b) provide meaningful home lesrming experiences,
and (¢) support/reinforce school learning activities.

Parents should be provided with more educstional informstionm,
more opportunities to share their insights/concerns, and more
training, as needed, for the roles they car or wish to be
involved with as a means of strengthening their ability and
status as partners in the education of their children.

Parents must be provided opportunities, through paremt imvoive-
ment, to interact with, be informed sbout, referred to, and
learn how to desl with those agencies, organizstioms,

resources or networks availsgble in their commumities. This
should enhance their sbilities to arrange for and/or cere for
fawily needs in s more self-sufficient apd efficient mammer.

(Willisms, 1984, p. 13)
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Expert Sheet One: Why Parent Involvement?
As you read and study Resdipg Ope, you might wish to focus on:

1. What are some of the ressons parent involvement and participation
shoc1d be encoursged by schools?

2. In what ways can parents be involved in schools?

&

<

3. What sre some of the ways the family influences children's learning?

4. In what ways might schools and/or otber community sgencies help build
family stresgths in order to promote children's learming?
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nasndout VIi-2
Resding Ywo: Parent Involvement: Perceptions of Paremts and Educators

Note: The "expert sheet" for this reading is st the end.

Summary of Implications and Recommendations from the results of a survey
of 6,154 parents and educato-s of elementary school childrem in Arkansas,
Mississippi, lLouisiana, New Mexico, Oklahomas, and Texas. The parect sample
wvas drawn from parents who were active in parent-teacher associatioms, 80
their particular viewpoint is represented. Excerpted from & study done by the
Southwest Educa.irnal Development Laboratory, 1984.

SUMMAKY OF IMPLICATIONS AND RECOMMENDATIONS FROM PARENT INVOLVEMENT IN
EDUCATION STULY

Parent involvement overall sppears to be an &cceptsble kind of
participation in the educatiomal process &ccording to most parents and
educstors. The results shov that parents have & Ligh degree of ipterest for

being involved and that educators gemerally comsider it useful to have parents
involved in education. However, a closer examinstion of the findings reveals
that educstors and parents have distinctly different views about certain
aspects of parent involvement. These differences represent barriers which can
be deterrents to the effective involvement of parents and educators &8s
partners in dealing with educational matters.

Educators appesr to be more supportive of the traditional ways that
parents have participsted in children's education both st home and at achool.
This includes parents mainly receiving information sent home by the school,
supporting or teking part in school activities prepared by school staff, and
stiempting to help children with their homework. On the other hand, while
parents indicate & strong interest for being involved im these ways, they also
sre isterested in participationm with schoel goverance matters, learning more
asbout education jointly with educators, and sirving as advocartes for curremt
educational needs, issues,or concerns.

The involvement interests of par~nts appears to extend beyond the
boundsries that edusators indicate such participatiom would be most useful.
It seems thst parents and educators have dissimilar views about the meaning of
pasrent isvolvement in education. Although there sre some common
understandings or agreements concerning certain &spects of parest involvement
scceptable to both groups, parents' involvement interests appear much broader
than the more narrowly defined areas of involvement which educstors comsider

useful.

In order for parent imvolvement to become more acceptable, vishle,and
effective, 8 clearer definition is mecessary--one which &ll c&n agree upon.
Otherwise, fundamental barriers will stand in the way of successful parent
involvement. Thus, it appears that there needs to be & comsensus of opinions
concerning the definition and scope of psrent imvolvement efforts between
parents and educators before these can become more integral to the educational
system 2nd its processes. Such concordance is & key to developing more of &
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partnership between howes snd schools in deallng with the difficult issues
education faces today andé tomorrow. ! ‘

The lack of more sgreepen. between psrents and educstors regarding
parent involvement's meaning appears to stem from the fact that neither
group has had much formal training in the srea of parent involvement. Both
of the groups indicated that there is a definite need for teachers to be
trained for parent igvolvement., It also seems that psrents, other school
staff, administrators, and even teacher educators would need such training
for parent involvement to become most effective. Additiomal knowledge,
understandings, skills, and experiences should enhance not only broader
acceptance, but also smoother implementstion of parent involvement in
education. ‘

Some of the differences in opinions about parent, involvement in school
governance matters may reflect a fear snd/or reluctance on the part of
educators (especially teschers, principsls, and administrators) to share with
- parents these roles or activities which, historically, have been considered as
' the sole domsin of educators. Msny teachers appear to desire more of s say in

educational matters or decisions. Most administrators appear unwillimg to
share governance becsuse it may lessen their effectiveness and/or power. As 8
result, the possibilities of joint decision-making with paremts will meet with
resistance, because educators still appesr to be neither unwilling to share
. control nor can they envision how this cam, in practice, increase the
’ effectiveness and relevance of education.

Based upon tbe more preferred ways educators want parents involved and
the ways pareats are most interested in be:.ng involved, there appesrs to be a2 ‘
need for change in how paremt involvement is perceived. Educators should
cspxtalxze on the wider involvement interests of parenmts and expand the ways
to increase their participation in education. Much of this will require
, educators to realize that many parents are far more sophisticated in their
knowledge and skills than educators perceive them to be. As such, many
parents can tske part in more of & variety of roles. This broader and more
collegial participation will necessitste attitudinal and perceptual chamges on
the part of educators,as well as changes in the educational system.

Parent involvement cannot be effective if educators continue to see it as

. an attachment or 8 supplement tc mainstream educational activities. Rather,
such involvement must be incorporated into the mainstream of education. The
results suggest at l&€ast three steps to accomplish this. First, s clear,
defipitive statement sbout parent involvement must be developed and issued to
all in a school system. Second, viable, writtep policies to help frame and
implement parent involvement efforts must pe established., Third, both staff
snd financia]l resources to carry out parent imvolvement activities need to be
identified, then earmarked for such usage. In doing so, the importance of
parent involvement in education will be more evident from the perspectives of
educatore and parents alike. '

Thke extent to which parent imvolvement carn be improved appears to be
directly related &lso to how "open" educators are to this concept. In
addition, developing & brosder range of parent involvement activities that are
amenable to parents' needs is a mosc important aspect of revitalizing their
participation. Although parents will participate in .lightly different ways, .
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this should not deter educators from workinmg with them to jointly develop the
framework and components of an effective ipvolvement program. Ultimately,
educators will have to realize that the most effective parent involvement
program, similar to the most viable educational program, must be extended to
the entire scbool community rather thar being limited to the school building.

Parent involvement should be perceived by educators and parents &8s & more
encoupassing concept. To do this, it appesrs that parent involvement mey need
to be framed within the concept of at least four brcad domsin sress. These
would include: (a) public relations; (b) school support/lesrning; (c¢) home
support/learning; and (&) shared governsnce. In doing so, parent involvement
can become & catalyst, not only for parents to influence 3s well as fully
participate in the educstional system, but also to help them effectively use
community resources to aid in making family life, as well as educational
achievement, more satisfying and successful.

The results from this study led the Southwest Educstional Developument
Laboratory to make the following recommendgtions:

1. For Teac Training:

e Parent involvement should be tsught in a developmental
sequence that progresses from the more traditional types
of parent involvement where parents are asked to cooperate
with school stsff, to the typas of parent involvement in
which school staff provide services to pare: :, and then
towsrd the types where parents and school st If work
together essentially as partuiers in education.

e Inservice training also should begin with s developmentsl
framewvork for teachers to look st the various models of
parent involvement. Our results indicate that most
teachers, sdministrstors, and paresnts support the role of
parents a8 audience, but there are alsc significant
nupbers in each group fsvoring the models in which parents
and school staff functicn as partmers in the educational
process. Therefore, imvolving parents as audience is &
good first step, but in & given district the relatiomship
between parents and the schocl msy alresdy be much more
developed.

e Inservice training also should focus on enhancing teachers'
attitudes and their motivations for working more collegially
with parents. Once this is established, training should
move on to knowledge, and then to actual development of
requisite skills. This sequence of training suggests that
inservice training for parent involvement should comsist
of a series of workshops rather thsn a one—day, one-time
vorksbop.

2. For Improving Psreat Involvement in Schools:

e Pripcipals and other administrators wust be included in
parent involvement training as they ofren set the rules
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and norms in the schools. If they are not aware of the
benefits of parent involvement, or not skilled in working
with parents, they may set norms for teachers that discourage
them from using the skills or knowledge they have scquired
regarding parenf involvement.

To enmcourage all school staff in school districts to develop
better relatioms with parents, formal district policies need
to be written that clearly spell out the commitment to
parent involvement. Responses from our superintendents'.
and schoo). board presidemts' surveys indicate that

existence of formal writtem policies emcoursging parent
involvement activities in schools is directly related to
increased levels of a variety of parent involvement
activities in schools.

In designing school district parent involvement progriums,
the various types of parent involvement must be viewed as
a developmental sequence, from the teachers' aund the
parents’ point of view, Increasing paremt involvement in
tbe role of audience requires comparatively less effort
and skill on the part of both teachers and parents than
would parent involvement 8s home tutors. Therefore,
interests, skill levels, and estimates of available

time, especially on the part of parents, must be comsidered
when deciding which types of parent involvement are to be
the focus of program efforts.
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Expert Sheet Two: Parent Involvement: Peceptions of Paremts and Educators

.‘ 1. 1In what ways do parents and educators of elemencary school differ in
their views of parent involvement in educatiomn?

2. How might those differences be narrowed?

3. What is meant by a "development sequence" in parent involvement, and
what would be the advantages to schools and parents of viewing parent
involvement that way?

4, In what ways can administrators and board members influence the way
other school personnel work with parents?
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Bandout VI-3
Reading Thrc.: The Modern Dilemms of School-Home Communications:
Note: The "expert sheet” for this reading is &t the emnd.
| Part I — An Irtroduction snd Overview

Edward E. Gotts and Richard F, Purnell

Two general alarwms are frequently encountered today in both the popular
and professional medis. These comcern: (1) the need to improve various
American educationsl practices sad (2) the wrenchingly changing American
family. However, seldom do we see or hear about the typical day-to—-day
interactions of these two significantly changing institutions. Nevertheless,
the truth is that in our society the family and the school are intimately
bound to ome another. Consequently, there is & widespread consensus among
close cobservers that the individual shiftings and shike-outs of home and
school are sending disturbing shock waves through their respective cores,
through esch other, and through the society at large. Thus, if educational
architects sre to have a say in bringing about more than just an "exaspersting
tolerance"” between the school and the home, attention must be givenm to the
dynamic and changing interplsy befween these two significant influences in the
development of onr childrem. Ideslly, ways must be found to make their
emerging relationship a collaborative one that stremgthems both.

As it happens, one of the few places in the country that has been giving
concentrated attention to practice in this important area is the Appalachis
Educational Laboratory (AEL) in Charlestorn, West Virginis. In fact, since
1980, staff st AEL, together with colisborstors from locsl schools, West
Virginis University, sand the University of Rhode Island have been doing work
in the ares of school-home communications as part of a larger school-family
relations project. More specifically, we have carefully exsmined the nature
of this problem, developed ways of studying and desling with it, and applied
thosr wsys to school systems in West Virginis. This report is gbout the work
that the first author has done in this ares; it will appear in two
installments. This first instaliment introduces and g ives an overview of the
school-home communications dilemms., The next installmenf. outiines our
proposed way out of the dilemma snd briefly presents some of the results that
have been obtained through applying that approsach im Kanawhe County and other
West Virginia high schools.

To begin with communication tzkes place when & message is received as
intended by its sender. School-home communicstions is a label that we
selected to include both messages sent by the school to the home and vice
verss., Distinguishing the latter from the former when desirable msy be
achieved by rearranginy the order of words to: home-school communications.
Moreove:r, although other forms of interactive communicatioms occur and sre
possible, school-home communications take two major forms: (1) Individual
(Type I} and (2) School-wide (Type S). Exsuples of Type I are messages about
the child's scademic progress, attendauce, and interest, whereas examples of
Type S are PTA/PTO snnouncements, newsletters, notices of conferemce times,
and discipline codes. |
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Numerous observers—beth futurists and contemporsry commentators——have
strongly suggested that schools need to reexamine their style of communicating
with the home regarding Type I and § mstters. The lianguage of these observers
describes schools and homes &8s being "worlds apart™; schools using obsolete
parent~excluding techniques; snd schools depending on “one-way,” "top-down,"
authoritariasn communicating styles; these expressions typify the landscape of
their writings. Answers that these commentators offer on the topic dwell on
"two~way," "mutually-exchanging," “partnership" styles of communicsting by
schools. The name of the game, one of them says, "is people interacting with
otker people.”

The prize to be realized by moving from a model of communicating “to" to
one of "with" the home will be greater and more constructive parentsl
involvement. In this comnmectionm we must note that the perent involvement
literature of the past 20 years yields two comsistent findings: 1) student
achievement goes up and 2) support for schools grows with increased parent
involvement at all grade levels. '

The dilemma is that the present dominant model of school~home
communication alienates many paremts. Sugar coated or disguised efforts to
continue more of the same, no matter how well intentioned, are likely to make
mstters worse in the present climate with its cross-currents of change. A
fresh approach that is comsistent with the demands of the new wave for more
partnership—~types of relationships appears to be what is called for. ’

A description of and rationale for the approach developed by AEL, along
with & report of some of their findings in Kanawhs County high schools, will
be presented in the next installment of this article.

For more discussion of the world into which we are moving,.see Naisbitt,
J., Megatrends—-Ten New Directi s QOu ives. New York: Warner
Books, 1982; and Toffler, A. The Third Wgve. New York: Bantam Books, 1980,

Part II -~ A Way Out and Some Results

The first instsllments of this report introduced and gave an overview of
the school~home communications dilemms. This ome outlines our proposed way
out of the dilemms and briefly presents some of the results that have been
obtained through spplying that approach in Kanawha County and other West
Virginis high schools.

The dilemms is that we kbow that a grester-than—present level of parent
iovolvement is & highly desirgble quest for educators to purtse but that the
present dominant model of school-home cormunication alienates wany parents.
Tie way out of this is to begin by using the partnership style of
communicating that is more consistent with the demands of the emerging
informstion society. Our view is that schools cam and should find out how to
provide for these more effective communications by askiug the psrents
themselves-—thsat is, through home-to-school communications!
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More specifically, we advocate the use of telephone interviews with
parents (by volunteers) to find out what they are thinking about the
frequency, contents, methods, and effectiveness of school-to—home
compunicstions. These would yield far greater returns than paper—and-pencil
questionnaires—in fact,polling has shown tbat 95 percent or more of sll
parents ccntac:e§ agreed to & brief interview. ‘

Working through AEL with school principals, Gotts collaboratively applied
the idea of using telephone interviews to learn from parents sbout school-home
communications in one larger and three small (more rural) West Virginia county
schocl systems during 1982, Although this techmnigue was also applied in
elecentary schools, only secondary school results are reported here because:
(1) more information is generally available on.early childhood practices, and
(2) communicstion-linked bottlenecks are more pressing than with the age group
in the secondary schools of our society.

The interview required 15~20 minutes to administer and was giver to a
random sample of families of about equal numbers of 10th, Ilth, and 12th grade
boys and girls. It sought to document: (1) actual school~home communication
practices ss experienced by parents, (2) their reactioms to these, (3)
suggestions for improved practices, and (&) parents' views of what might work
st the secondary level.*

Finasl sampling figures for the three smaller counties' (S) schools
combined and the four larger city (L) schoels combined were 184 aud 198,
respectively. _The bulk of the parent respondents were mothers in both samples

(s = 97.83%; L = 87.37%). Ne-ther child's sex or grade level wss found to be
associsted with parent orientstion towsrd school-bome communications im two of
the largest schools ssmpied. Thus, all subsequent analyses were conducted
vithout regard to these variables.

To begin with, msjorities of the two groups of parents &ttend some school
function (8 = 76,0%%; L = 69,19%). Athletic events (S and L = 60%) attract
far more parents than do other events, e.3., Band/Music (mext highest st 18%),
Drama, P-T functioms, community education, etc. In comtrast, although both
groups hsve parent meetings and councils, overwhelmingly parents do not sttend
these (8 = 86,962; L = 80.81%).

In response to & series of questions sbout communications received from
the school, more L-school (95.41%) psrents mention receiving them (S =
69.40%). Of those who receive them, newsletters are most often mentioned by
L-school parents (L= 81.51%; § = 2,72Z), while special notices are mentioned
more frequently by S-school parents (8= 38.042; L = 18.18%).

The frequency of receiving communications from onme to four times every
6-8 weeks is reported to be significantly greater at L~s bools (63,48%) than
at S-schooslz (27.07%)., However, L-school parents (52,03%) sppreciably more
often see school-home communications 8s being equated with problems (S =
37.93%) snd more ofteu have vegative sttitudes towsrd such contacts (L =
13.642; 8 = 4.49%7). They slso more ofter feel r¢ »Hmsible for making school
coptacts (L = 73.40%; S = 36.88%).

*A technical report containing sample interviews and coding procedures is
svailable from AEL.
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When notified by the school that their child is performing "below
expectations” some parents say they do not tske any action (S8 = 7.14%1; L =
19.85%) and 39.25 percent L-parerts but 61.54 percent S—parents say they talk '
to their child's teacher gbout the matter. On the other hsand, virtuslly mo
parent said he or she would not want to hear sbout a problem the child was
having in school, slthough some warted to know sbout only certain things and
others (& majority in L and S schc.'s) wanted to know everythiag.

Many psrents (S = 71.20%; L = 53.54%) mention a need to receive prompt
notice about problems, but few mention encouraging responsibility for behavior
in their cuiild (S = 2,72Z; L = 14,14%), S-school parents more often feel the
school needs more discipline (S = 36.96%; L = 19.192) but infrequently feel
that pasrents can do more than the school (§ = 6.52%; L = 19.192), Finally,
majorities of both groups of parents ssy that &chool and home should work
together on problems {§ = 82.07%; L = 66.67%),

These findings reflect the responses to guestions sbout school-home
communication issues identified jointly by the principals and AEL staff. When
presented with these and responses to mure open—ended questions, principals
were inclined spontsneously to gemerate plars for using them to improve their
school's effectiveness in practicing school-home communications.

N @
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BOME-SCHOOL COMMURICATIONS AKD PAREXNT IXVOLVEMERY

Edward E. Gotts

Parent invelvesent of slmost every imaginable type has beenm tried out
over the past 20 years. There sre two comsistent findings from studies of
these involvement efforts. When parent invoivement inecreases, (1) student
achievement goes up and (2) support grows for schools. These findings appear
in studies of gll grsde levels.

Some parents creste their own involvement, witbout receiving any special
belp from schools. For the aversge parent, however, schools can succeed in
greatly incressing involvement. The first step toward this result is to have
effective home~school communications.

Our research has identified a number of areas for home-school
communications regarding individual studemts: academic progress, sttemdance,
homework assigoments, classroom conduct, specisl needs that are identified,
progress towsrd gradustion, career smnd other post-secondsary planring,
interest, snd motivation. Communications are slsc meeded about the overall
school program: PTA/PTO, scheduled parest-teacher confereuce times,
curriculum emphasis, expectations and standards for conduct, discipline code,
grading and attendance policies, extrscurricular programs snd events,
opportunities for volunteer service, special circumstsnces facing local
schools--the list goes om.

The two lists sbove svggest tuo types of communicstion efforts that are
needed: (1) hone and school need to srramge ways to consider together the
progress an¢ ne2ds of individual students; and (2) schools need to share
information with 21l parents in & timely manner sbout their program, activity
schedule, sccomplishments, and needs.

§

Two methods have been espee%flly successful for communicatioms of the
second type, that is, for all parents. These sre newsletters and open house
at the school. Open house draws in elementary paremts 2 little more rapidly,
but works at the secondary level as well, The newsletter is highly scceptad
at both levels.

Open house works best if: (a) beld perhaps once 8 year, (b) st & tiwme of
low schedule conflict, and (e¢) with much advance plamning, preparation, and
publicity (the three P's). Parents at both elementary and secondary levels
are more likely to attend open house if: (a) their child is featured in some
vay, (b) there will be an opportunity to examine student work snd talk with
teachers, (¢) time is convenient, (d) notice is given far in advance, (e) they
receive & personal welcome or invitation, (f) they expect to experience a
cordisl atmosphere, including refreshments, (g) the open house has & stated
purpose the parents consider personally important, and (h) they have been
involved in some wsy in the planning,

The newsletter is & more general purpose means of communication. Our
studies show that s quality newsletter is the single most effective way of
reaching parents whese children attend sn individual school buildimg. It
feels very persomal to hear from "my child's school." The evidence shows that
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s large msjority of parents read and act upon information provided in
pewsletters., They are upset if news of school events comes too late. One
helpful primciple, in preparing the pevsletter, is to emphasize upcoming
events with s brief but comprehensive calendar om the cover page. The more
informative the newsletter, the more positive its reception. Kews development
should, hovever, be brief and poisted. Personal messages and viewpoints from
school persomnel are welcomed.

Open house and newsletters can set the tone for all other home-school
communications. They lead into the more personal forms of communicatiom.
They invite parenmt involvement. These more perscnal forms of communication
are discussed in the following section.

Personalized Individusl Home-School Communicaticns

Personslized home-school communications can be started by doing brief
interviews with parents to find out what they are thinking. Do they receive
communications ss oftes as they would like? What else do they want the school
to compunicate? What can be dome to make the school's existing chanpels of

communicstion work more effectively? Ax interview is far more effective than
s questionnaire for snswvering these questions. Interviews of this type can be
conducted by PTA/PTO members or other parent volunteers. Our experirnce is
that 95 percent or more of all parents contacted agreed to participate in 2
brief interview. Moreover, their answers can be snslyzed and used by school
personnel, with little outside sssistance, to improve communications. Ve are
available to assist schools that plan to carry out interviews of this type.

Next, personalized communications about individual children need to be
initisted by school personnel rather than parents. This is so becsuse parents
seldom know whether s child is having difficulty or needs additional belp.

The teacher is the one who usually spots this kind of thing first.

Teschers find it easier to imitiate communicatioms abeut student
difficulties if there are policies or guidelines that lead parents, teachers,
and students to expect such communications. Policies or guidelines of this
type need to be developed thoughtfully by a school district committee., They
should be ocfficially adepted by school board sction.

Based on our studies of exemplary practices in local school systems, we
can recommend that the following personalized communications snd follow-up
practices be comsidered.

1.

2.

Parents should be motified of any student academic ¢ifficulty
about mid-way through a grading period. This sllows time for
improvement before the grade appesTs oo e report card.
Parents also need guidance on how to follow up om scademic
deficiency reports. We have prepared s single-page

guidance sbeet to sccompany these “"interim grade reports,”
and csn make it availsble to interested school systems.

Parents should be contacted about most student conduct

problems that are serious enough to require even mild
disciplinary action. Prevention of further imcidents is
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4.

the reason for communicating promptliy. Overvhelmingly,
parents indicste they wish to be potified. Parents of
secondary school students are especially keen sbout receiving
prompt notification. Teachers and ccunselors more oftcn risk
being wrong, in the thinking of parents, when they fail to
notify parents than they do when they communicate about
behavior problems. Clearly, it is easier to do this when
reporting is an expected procedure. Exceptions to this rule
should, of course, be allowed under specisl circumstances,
such as vhen a further strained parent-child relatiomship
might coffset the bemefits.

Prompt and regular motification of student absence is best
accomplished by telephome message whenever possible. FPolicy
in this sres should emecourage parents to call the school
first whenever they know the student will be absent.

Many parents indicate their willingness to review and
acknowledge by signature their students’ school work. This
arrangement works well when the fiow of communication is
fully predictable, as when it is understood that this will be
s daily or weekly transaction. These arrsngements are best
made by agreement between teacher and parent for & specified
length of time.

If psrents sre to be asked to help with or supervisc
completion of homework, this must be clearly commnicated.

In this event, parents should be offered instruction and
support before they undertake this sssignment. Parents and
teacher wvil}l need to confer from time to time with each otber
and the student about the process. By foilowing this
pattern, more predictable results will be achieved when
homework is assigned. ‘
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Expert Sheet Three: The Moderz Dilemms of School-Home Communications

1. In what ways do many school-home coumunications alienate psrents?
Note: Add your own examples to those in the article.

2. Distinguish between and think of as many examples g8 you can of
"Individual" messsges and "School~wide" messages.

Y
3, In what ways did parents of larger and smaller secondary schools
‘ differ from each other in their of home-school communications?
In what ways were they alike? '

4. In what ways did children's sex and grade level influence parents'
perceptions ¢f home-school communications? -

5. What are some weys to make persomnalized home-schiol communications
effective? School-wide communications? ‘

The previous numbered psge in
.. weoriginal document was blank.
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Reading Four: ©Single Pareats snod the Schools: The Effect of Marital Status on
Perent and Tesacher Evaluatioms.

Note: The "expert sheet™ for this reading is st the end.

- ABSTRACT

The single-parent home is ome of the major living arrangements of school
children today. This paper uses data from a survey of 1,269 parents,
including 24 percent singld parents, to study whether single and married
perents differ in their interactions with elementary schools and-teachers.

| , .
Besults show that initial differences between single and warried parents'
perceptions of teachers and teachers' evalustions of single and married '
parents are due to other fawily and school conditions. Race, pareat
i educatiom, grade level, teacher practices of parent imvolvement, and overall
teacher quality significantly influence psrent reports of teacher practices.
i Children's performance and behavior, teacher prasctices of pareat involvement,
and grade level significantly influence tescher evaluations of parent
heipfulness st home. Children's achievement and behsvior are the main
influences on teacher evglustions of the quality of childrun's bomework, bdut
some teach2rs rate children from sirgle-psrenmt homes lower tham other
children, even sfter classroom gchievement is taken into account.

Single parents felt more pressure than married parents to be involved
with their children in learning activities at home. Married parents spent
. more time assisting teachers at school. Both groups of parents were concerned
about their children's educstion, worked with their children at bome when
there were questions sbout school work, and were generslly positive about
their children's elementary schools and teachers.

; ‘The study shows the importance of meassures of school structures and

~ processes in research on single parents., Single parents hsd better relations
with teachers whose philosophy and practices lead them toward more positive
attitudes adbout parents. Single parents reported different treatment from
married parents when their children were in the classrooms of teachers who
were not leaders in the use of parent involvement, snd single parents-and
their children were viewed less positively by teachers who did not frequently .
involve parents in lesrning activities at home. Teacher leadership, not
parent marital status, influvenced parent awsreness, appreciatior of teachers'
efforts, and knowledgze about the school program. These findings required
proximate measures of teacher practices that were linked directly to the
students and the®r parents.

Excerpts f£xom the report follow: The onme-parent home is one of the msjor
family arrangements of school children todasy. Over thirteenm million ~hildren
live in single-parent homes, most 'in mother-only homes snd mcst &8s & result of
separu. ion or divorce. BRach year aboui 2 million children under the age of 18
have parents who divorce. Between 1970 and 1982 there was & 67 percent
incresse in the number of ¢hildrem living with one paremt. In the United
States in 1982, 22 percent of the househoids with children——sbout ! in 5--were
single-parent homes, Membership in one-parent homes is even greater for black

‘ii children, with 49 percent of the childrer under 18 years old in one-parent
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homes (U.S. Census, 1982)}. It is estimsted that from 40 percent to 30 percent

of £11 school-age children will spend some of their school years as part of a
one-parent home (Furstemburg, Nord, Petersonm, & 2ill, 1983; Garbarino, 1982; ‘l'
Glick, 1979; Masnick & Bsne, 1980; Svanum, Bringle, & McLaughlin, 1582).

In esrlier times, single ~arent homes were atypical; now they are common.
The historic contrast raise. iy ideoclogical and emotiomsl Suestions about .
the effects of single~parent . s on the members of the family. Although
much has been written about sipqie parents, their chiidrem, their numbers, and
their problems, little resesr:b 'as focused on how single parents and their
children f£it imto other social imstitutioms thst were designed to serve
traditional femilies. Yet, when single or married psrents have children in
school, the family sud school are inexorably linked.

Resesrchers from different disciplines have recognized the importance of
understanding how institutiops simultaseously affect human development.
Litvak & Meyer, 1974, described clesrly the potential for cooperation
betwveen schools (buresucratic orgsnizations) and families (primsry groups).
Coleman, 1974, discussed how individusls struggle with “corporate actcrs" to
establish a balance of pover between individuals and the organizations that
serve thew. Bronfepbremmer, 1979, explicitly called for resesarch om how the
interactiouns of sim :taneously socislizing environments sffect individusls.
Others, to> (Dokecki & Maronmey, 1983; Leichter, 1974; Schafer, 1983) have
called for resesrch on the family as part of the wider social system. In this
paper we examine some connections between families and schools, looking
especislly at single psrents, their childres, and their children's teachers.

Opinions differ ss to whether schools and teachers should be informed . .
about parents' marital status or changes in family structure., Some argue that
teachers are biased sgsinst childres from one-parent homes. They suggest that
~eschers negatively label childrem of divorced or separated- parents, explain
chijdren's school problems in terms of the family living srrangement rather
than .in terms of teacher practices or individual needs, or assume psrentsl
ingdequac ‘es before the facts about parents' skills sre kpown (Lsoss, 1983;
Lightfoot, 1978; Ogbu, 1974; Santrock & Trscy, 1978: Zill. 1983). Others
argue that the school should be informed gbout paresntal separation or divorce
because the teacher provides stsbility and support to children during the
initisl period of family disruption, can be more sensitive to children's
situstions when discussing families, and can orgsnize special services such a&s
after-srhool care that msy be needed by single parents and workiug mothers.
These discrepant opinions are each supported by parents’ sccounts of
experiences with teacher bias or with teacher understanding and sssistance
(Carev & Lightfoot, 1979; Kenistomn, 1977; Nationmal Public Radioc, 1980; Smow,
1982). There are few facts from research, however, about whether and how
teacher practices are influenced by their students' family structures or about
how single parents perceive sr react to public schools gnd their children's
teachers.,

This report focuses on the childrem's living arrangements that affect the
day-to-ddy communications and interactioms rf the fsamily asd the school. We
describe the characteristics of single and married psrests and present
correlates of marital status. We introduce & simple model that improves upom
earlier research on the effects of marital status, parent education, and 'I'
tescher leadership on parent-tescher exchanges and evalustions. We compsre
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single and msrried parents’ reports of the frequency of teacher reguests for
perent involvement. Then we look st geschers' rzeporte of the quality of
assistance from siugle and married parents and the quality of the homework
completed by children from one- and two-parent homes. Finally, we introduce
8u explanatory mcdel that places wmaritsal status it & fuller socisl context.

The research takes into account measures of family structure and
processes, student characteristics, zad school structures and processes,
including fapily size, race, parent educstion, occupstional status; studenmt
grade level, ability, bebhavior in class; gescher leadership in parent
involvement . experience, overall quality; and other tescher—psrent
ianteractions. Ualike es.lier research that often used "specisl problem"
samples to study single-psrent families (Shinn, 1978), this sample is derived
from & state-wide sample of teachers in regulsr school settimgs. Most
importantly, the data from teachers, parents, and students were directly
linked, so thst effects of teacher practices on parests could be estimasted
(Epstein, 1983)., This weans that parents were jdentified whose children were
in particular teachers' classrooms, and that other proximste messures of

family and school conditions could be taken into sccount in estimsting effects
on parents' and teachers' appraisals of esch other's efforts.

Data and Approach

Surveys of teschers, principals, parents, snd students in 16 Maryland
school districts were conducted in 1980 and 1981. About 3,700 first, third,
and f£ifth grade teachers and their principals in 800 schools were surveyed
(Becker & Epstein, 1982; Epstein & Becker, 1982. Firom the original
sample, 36 teachers were identified whe strongly emphasized parent involvement
in learning activities at home. Then, 46 "control" teachers were selacted who
were similar to the case teachers in grade level, type of school district,
years of teaching experience, #nd school population, but who did not emphasize
parent imvelvement in their tesching practice. Among the case teachers, 17
wvere confirmed by their primcipals as strong leaders in the use of parent
involvement activitir In 11, then, the 82 teachers ranged slong
a...continvam of us of parent involvement, with the "confirmed lesders"”
making the most frequent use of the grestest number of learning activities st
home ,

After extensive data collection on & number of varisbles related to
family charscteristics, &nd school snd family practices, followed by careful
statistical analysis, Epstein (1984) reached the following conclusions:

Resesrchers have comtributed three types of informatiom on single
parents. First, descriptive reports offer statistics about single psrents and
their children. Many reports have focused on the dramatic increase in the
prevalence of single parents, the number of children in single-psirent bowmes,
racial differences in marital patterns, saand the economic disparities of single
vs. two parent homes, especially single-mother home vs. other family
arrangements (Bame, 1976; Cherlin, 19821}, It is important to document and
monitor the tremds in separation, divorce, the pumbers of children sffected,
and the emergence and increase of special cases such as teenazge single-psrents
(Mott Foundstion, 1981), and never married parents (U.S. Census, 1982).
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Second, specific, amalytic studies of the effects of family structure oz
children or psrents go beyond descriptive statistics to consider family
conditions and procesges that sffect fapily members. Research of this type
messures a range of family-life varisbles~-such as socioeconomic status,
ramily history, family practices, and attitudes such as parental commitwment to
tneir children (Adams, 1982; Bane, 1976; Furstenburg, Nord, Petersom, Zill,
1983; Svsoum, Bringle & McLsughlinm, 1982; zill, 1983). These studies
increase our understanding of the dynamics of family life under different
gsocial and economic conditioms.

Third, integrative, stalytic studies of tbe efiects of family structure
on children snod parents go beyond the boundaries of family comditioms to
include othexr ipstitugions that affect family members (Bronfenbrepner, 1§79;
Leichter, 1974; Litwsk & Meyers, 1974: Santrock & Tracy, 1978). Im this paper
ve see that the effects of family stiucture are, in fsct, attributable to
variables that characterize school ol classroom organizstions. During the
years when f£amilies have school-age cuildren, the interplay of families &nd
schools is & critical part of studies of family structure. The current study
contributes pew knowledge based om dats from parents and teachers aboufr family
structure and the schools:

1. Sipgle parents are not s single group. The diversity in
single-parent homes means that an understanding of families
is incomplete if it is based only on the simple category of
marital status. Io this statewide survey, single parents
varied in education, family size, family resources,
occupational status, confidence in sbility to help tkeir
children, and other family practices that concern their
children. Single psrents’ reports suggest that they fulfill
their parenting role with about the same level of interaction
vith and concern for their children as do married parents.
Some characteristics may differ in one- and two-parent homes,
such as the amount of adult time available per child (where
there is more tham.one child), and parent time available to
agsist st the school. Imndeed, the single parents felt they
had had lees time and enmergy than needed to conplete the
teachers' requests for learning activities at home, and they
spent significantly fewer days helping at school than did
married parenmts. But these differences do not seem to affect
the basic iatersctionms of families with the elementary
schools. There is some evidence that msrital status affects
tescher ratings of children's homework completion, even after
children's classroom achievement is tgken into account.
Future reports will be devoted to the effects on students of
tescher practices of pareat involvement, and special
attention will be given to children from single-parent homes.

2. There is diversity in tescher. practices that coucerp
families., Some teschers' philosophies and practices lead
them toward more positive attitudes about parents and sbout
how parents can share the teacher's role by assisting their
children at home. Teachers who were Dok leaders in the use
vf orgsnized and frequent parent involvement practices had
lower opinions of the quality of help received from single
parents than from married psrents, and lower opinioms of
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parents in gemeral tham did jegders in the use of parent
involvement, Samrtrock and Tracy, 1978, found that teachers
rated hypotheticsl children from two-parent homes higher on
positive traits and lower on negative traits than children
from one—parent homes. In actual school settipgs, we found
that tescherc differed in their evaluations of children from
ope- and two-parent bomes. Teachers tended to rate children
from ome-psrent bomes lower on the guality of their homework,
and teschers who were not lesders made grester distinctioms
between children from one- and two-parent homes that were
otherwise equsl in paremt education.

Teache Iesde s £ paren rital statu

psrent swpresess snd sgprecistion of teachers M
knovledge gbout the school program. Single snd married

parents whose children were in the classrooms of teachers who
vere leaders in psarent involvement were more aware of teacher
efforts, improved their understanding of the school program,
and rated teacher xn:erpersonsl and teaching skills higher
thsn dié parents of children in clgsrrooms of teachers who
wvere pot leaders im the frequent use of parent involvement.
Parents' day-to-éay experxences with learning sctivities &t
home, and teachers' respomsiveuess to childrem and their
famzl:es-—not marital status—were the unportant influences
on whether paremts kmew more about their role in their
child's education.

Reseaxch on_ single parents gnd thei gk;}ﬁ; n mast include
ReSSUXE £am1 an cesses

Without measures of the teachers organxzation of school and
classroom activities that affect children's sctivities at
home, and without measures ¢f student schievements and
behaviors that affect how teachers view students and their
parents, marital status would look like s more inportant
influence on parents and teachers than it really is. In this
paper, full comsideration of family and school factors
altered conclusions sbout the importance of family structure
on parents and teschers evalustions of each other, and
documented important connections between the two imstitutioms
and their members.

le s and the sc . Single parents £.1t more
pressure than did married parents to sssist their children at
home . spent more time on home-lesrning activities, but still
falt that they did not slweys hsve enough time snd energy to
do what was expected by the tescher. Oversll, single parents
had better relations with tesachers who were leaders im the use
of learning activities at home than with teachers who did not
emphasize parent invelvement.

The scho single psrents. Although family members may

recover relatxvely rapidly from the disruption caused by
divorce or sepsarstion (Bane, 1976; Hetherington, Cox & Cox,
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1978; 2i1i, 1983), others, whose attitudes favor traditionel
families, may have difficulty dealing with families who differ
from the pmorm. Our analyses show that leachers who were pot
legders in parent involvement rsted single sud lov-educated
parents significantly lower than married parents in
belpfulness even after parent educstionm, parenmt involvement st
the school, the child's classroom achievement, and other
important variables sre tskem into accoumnt. Eowever, teachers
vio were legdeys and who organized active programs of parent
involvement were more positive about the gquality of assistance
received from all parents, including single parents and
parents with little formsl educstion.

The teacher's leadership in the frequent use of parent iavolvement is s
statement by the teacher about the comtinuous and important role parents play
in their children's education. The formsl organization of parent imvolvement
in the teacher’s regular teaching practice may be especially importaent for a
single parent whose family situation nakes involvement in school sctivities

diffiCUIto

(From Joyce L. Bpstein, 1984. Single parents gnd the schools: The Bffect of
Msrital Status on Parent and Teacher Evaluation. Report No. 353, Baltimore,
Maryland: Center for Socisl Organization of Schools, The Johms Bopkins
University. A full description of data collection snd analysis and the
references cited msy be found in the report.)
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Expert Sheet Fggr://;éﬁgle Psrents and the Schools: The Effect of Marital

gtus on Parent and Teacher Evaluations.

1. 1In this survey of teachers and parents, what factors influenced
differences in interactiouns between single snd married parents and
schools? What did the research conclude was the mcst important
factor?

2. Explain the significance of tke one-parent home in today's society,
and schools in particular.

3. Rxplain the conclusion: "Single parents ere not a single g-nup,"

4, Explain the conclusion: "There is diversity in tescher practices
that concerr families."
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- ‘ Jigsew Quiz: School-Family Relations: What We Know

Short Answer -

1. Psrents and educators bave different perceptioms of what parent
involvement and participation is and should be. List four things
educators could do to belp parents and educators come closer to
agreeing.

2. You've been asked by s colleague why you are interested in wurking
with psrents, since it doesn't seem to her/him that parents are very
interested. Briefly list at least four reasons.

2.
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List three implications for educstors of the incressing number cf
one-parent homes.

Multiple Choice: Put the letter of the best respouse o tte line.

4.

Psrents of secondary school students (10, 11, 12 grade) differed
in their perceptions of bome-school communications depending on:

2. the age/grade level of their children
b. whether they lived in rural or urban communities
c. the sex of the children

d. the structure of tbe home (single-parent, both working
swav from home, etc.)

.

If schools and bomes were msking & beginning effort to work more.
closely with each otber, the best way to start would probably be:

s. shared goverance
b. training parents to be tutors of their own children

c. more effective home-school communications and public
relations

d. training parents to work as volunteers at school
In the study of single paxents and the schools, single perents
reparted:

s. better relations with teschers who were leaders
in parent involvement

b. spent less time than msrried parents on home-lesrning

activities
VI-48 104
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c. felt little or no obligatiom to help their children
‘ with school work, since that was the school's job

é. had better relstiops with teschers who did mot expect
parent help

7. Family "process" variables that influence children's Iz2srning:

a. refer to —ucome, ethnic background, housing, family
structure, etc.

b. can sometimes be changed so that they support children's
learuing

c. csnnot be changed

d. are restricted to cognitive and gcbooi-related teachings
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Schooi-Yamily Communicstions: In Plsin Vords

To Ihe lesader:

_ It is sot emougk to tell people they shouid avoid using “big words" and
“orofessionsl jargon" ip talking with parests. Nany specislists, teachers,
and administrators have learned concepts such as “porm,” "I.Q.," amd
"suditory memory” in technical langusge, aad find it difficult to explszin
those concepts in plain words. This short imservice should be fus,

heighten teachers' avareness of the technical terws they use, and give them
practice in "translstion.” A

The work will be dope in heterogenecus teams, so thst participants have
to depend on esch other. For cxample, specialists im learning disadbilities,
special ed, or speech should be dispersed throughout the teams. If the group
has both secondary and elementary teachers, mix them up, and make sure the
list of words to be put in “piain words" contains terms specific to each
group. If you dom't know the participants ahesd of tize, pix them up by
hsving &11 specialists hold up their hands, them move so they are dispersed.
Continue until everyone is assigsed to s team.

Prizes for each team are optiomal, but fun. Mske them insignificant,
such as paper paxty hats, stickers, paper flowers to wear, small shiny rocks
from the mountains, smooth pebbles from & stream, or plastic bookmsrks.

‘I’ Objective: Participsnts can "translate” frequently used technical school
terms into written non-technical terms.

Materisls: Lists or exsmples of frequently u:red school "jargon”
or technical tesrms thet non-school people are likely to
misunderstand. If you have trouble thinmking of some, ssk
some parents! Duplicate enough of theee for sach participant
to have cme. Some should be short paragraphs, if possidle.
Use those most frequently used in your school district-—every
district has its own jargon--ss well as those shared with
other school people. Leave encugh space beside or below each
one for people to write their “eranslstion.” To settle any
szguments, bave & glossery of educational and psychological
terms handy.

Optionsl: Prizes for each group

Procedures:

Erms Boumbeck, in her own inimitsble way, hss summsrized the feelings of
meny parents in working with schools. She wrote: .

| Vhen my son, Bruce, emtered the first grade, his report card said, "He
- verbaslises during class and periodically engages in excursioms up and down the

’ sisles.”
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In the sixth grade, his teacher said, kst cap we do with a child who
does mot relate to social intersction?™ (I ran home snd got out my
dictionary.) ' o

by

At the start of his semior year, Bruce's adviser said, “This year will
hopefully open up options for your son &0 he csp realize his potential and aim
for tangible goals." © '

On my way out, I ssked the secretary, "Do you speak English?" (She
nodded.) "What wss she telling me?"

"Sruce '¢ goofing off,” the secretary said flatly.

& 1)

I don't know if educatiun is helping Bruce or pot, but it's certsisly
improving my vocabulary! :

(From “AT WIT'S END" by Erma Bombeck. Compright, 1978 Field Enterprises, Inc.
Courtesy of Field Newspsper Syndicate.)

Many of us understand and get used to using techmiczl terms and school
"jargon™ as a quick and easy way to compunicate among ourselves. But other
people, especislly parents and community pecople sometimes don't understand
vhat we mean by "percentiles,” "sorms," “psychological ipventories," and other
terme. To compunicste, we have to translate them into “plain words.”
Sometimes that even helps us clarify to ourselves what those terms mesn,

Todsy you're going to work &s feams. I'11 distribute examples of typical.
professional jargon we often use. Working together, decide what your teem
thinks is the best way tc say that inm plain, everyday language. Write down
the "transiation" you agzee on.

You'll have minutes to work.

Vary the time sllowed sccording to the number and
difficulty of the examples. -

If you get through esarly, think of some other jargom we sometimes use to
throw up "smoke screens”" cr because we just dom't think. Remember, work as
s tesm, because you're going to report as s tesm.

Distribute the exssples you've compiled. Check for
coderstsnding. Have the groups begism. Monitor to
mske sure thry understand the task and work as 2 team.
1f & group finishes esrly, rewiud them to 1ist other
terms sué put them in plain words. ¢

Time's up!! Now let's go through the list and decide the best
trapslation into plain lsngusge. Each group will report what they cecided
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about s word or term, then ve'll decide which trsmslstion is "best."

Let each team report on each term, sentence, oOr
paragraph, then take a vote on the most sppropriste
transistion. Coatinue to the end, discussing as
indicated. o meed to tall & team their defimition
is "“wrong.* Ususlly ths group process does that.

Let any group that finished early share the additionsl
teres thcy listed and their translatioms.

When we know the everydéay imu&se for these :ems,“ why do we use them so
much, especially with parents?

Discuss possible ressons. These should include:

o Heed to show we're ®orofessional®™

e Uncertainty sbout what the terms actuslly
‘meas snd how to explain to someone cise

e Don‘'t think; assuse everyone else kuows
. e Don't really want parent to understand

You've had some practice trasslating into writtep plain languige.
Remember, it's goiag to be hard to transfer that to gfaiking with a parenmt ino
the classroom. Try practicing "plain lasgusge” on your fellow teschers snd
other school persomsel. You might even understand each other better, andé that

o will help prepsre you to talk with purents.

Some schools have werked with parents to "translste' the meaning of
grades snd terms used om children's progress reports or report cards. They
have specified what "Needs Improvement” mesns st thst school. They have
clesr, simple explanations of the various special programs, such as Chsptex 1.
A good idea!

Now, I've got & prirze fér eack tean,

Distribute prizes——mske them not for “the best," but
for other things. Certainly the team thst wrote dows
the most technicsl jargom should hsve ome for “knowing
the most jargom.” Other possibilities sre “"loundest
tean,” "tesw that lavghed the most,” “teamw that worked
stesdiest.” “quietest,™ snd so forth.

. Dismiss group dy saying:

L
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This congregated confereuce for professional development and repewsl is

now concluded snd adjourmed. Im plsaim words: the imservice is over. ‘

Followop: .

Since I won't be able to be with you wher you talk to parents,
I want you to listen to yourself, FEvery time you use a word or term they are

unlikely to understand, write it down. At ome of our future meetings, we'll
share these demons.

Pas
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Listen Witk Your Mind sné Heart (Two Sessions)

Io The Legdes:

This activity is designed to help teachers, principals, and other
specialists improve their sbility to understand and to check their
understanding by restating what the speaker has said. The procedure combines
four methods of learning snd teaching: (1) demomstration, (2) role-tsking and
playing to provide (3) practice, and (4) cosching. After the introductory

miterial, divide the psrticipants icto groups of three. In each practice
session:

¢ one participant plsgvs the role of & parent telling a teacher,
specialist, or principal something sbout s child;

e one participart pragetices active, reflective listening; sad
/7
o one participant cogches the participant who is practicing.

Ther they switch roles. In the procedures section, we will give more

examples znd a2n explanation of what esach of these methods requires of the
participants.

The first training session will focus on listening for and understanding
facts; the second will focus on listening for and understanding emotions that
the tpeaker is slso communicating.

Remenmber, feel free to "ad 1ib” on the script. Just make sure the
essential points are covered. For example, if participants seem somewhst
unumotivated, discuss what it feels like to talk to someome who is only

half-listening, encoursging them to contribute their own experiences aand
feelings.

You'll nead a room large enmough that the trios can form small groups and
talk without the distraction of another group uncomfortably close.
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Listen With Your Nind snd Hesrt

- ® F'

Objective: Participants will restate s factugl sccount to the
satisfaction of the person talking.

s ini ssion

Katerials: 1. Chalkboard, flip chart, or overhead projector
and transparencies.

2. Index cards. Fold the cards in half lemgthwise,
80 thez will stsnd up. Print "paremt," "listeper,”
“eosch™ on emough sets of 3 so that each trio will
have a set.

3, Marking pens for printing the cerds.

4., One copy of Handout VI-6, "As Ochers See Us,"”
for each participant.

The handout is reproduced on the pext page for your referenmce. The
copy in Appendix E can be removed and reproduced.

(he previous numbered page
the Briginal document was hiav
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Handout VI-6
° ¥is Others See Us"

Grade Yourself as a Listeper

i

We often speak of "iistening skiils" as if we eitber did or didu't have
them. The truth is that we listen to different peopie im uilicTent
circumstances in different ways. Since we ss teachers often grade children omn
their ability to listen, let's turn the tables snd pretend that other people are
greding ue. Circle the grade that you think the person on the left would give
you on your ability to listen.

Rater | Crade ' Comment 3

Best friend A B C D F
President of school board A B c D F
Children you teach A B ¢ D F
Your own childyen A B c D F
Your spouse or psrents A B c D F

Parents of the children
s you teach ‘ A B c D F

Principal during teacher's
meeting A B - D F

Superintendent in a
one-to—one conversstion A B c D F

If there are differences, what might be some of the reasons?
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Eroceduze:

' s One of the ways to show parents that we respect them and value what they
say is to listen to them, Well, of course, we &il lister to parents and other
people who talk with us—but do we?

Researchers estimate that most of us operate sbout 25 percemt listening
efficiency. That's pretty low when you consider that jisteping is the most
frequently used form of communicstion. HMost of us listep more than we read,

iéin, or write.
HBow well does each of us do? The sanswer may depend on who we ask.
Just for fun, let's grade ourselves on our listening skills "as others

see us."

Distribute Eandout VI-6. Remind people to be honest
in their grading. Masrk your owt grade as they work.

So what does your "report card" look like?

Discuss, emphasizing difference in grades. Conmtribute
some of your own to help establish rapport and join
in the fun.

What sre some of the ressons we might bave been given an "F" by our
children, and an "A" by the superintendent?

List reasons, adding your own to keep listing and
discussion going. Among the items that shoulé be
named are:

e Relationship of spesker and listener such ss, does
one have power over the other.

o Distractions—hard to listen to one child when
you are in ckarge of 20-30.

e Tension or uneasiness—you msy be defensive and
trying to think of what you’re going to say
instead of listening to them.

e Enviromment—too much noise, too many other people,
or physical discomfort.

¢ Impstience to you—vwhether or mot you think what
the otber person is saying is important.

‘ ¢ Time—sare you it a hurry to do somethi.g else.
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e Other things on your mind~—pzeoccupation.
¢ The way the othor person looks, acts, and talks,

¢ Eearing only what you want to.

In spite of 2ll these reasons, we c¢gn learn to listen better, and in

t:lki:g vith rarents, whather on the telephone or in person, we probably
should.

We listem with wore than our esrs. Our eyes, our mind, and our feeiings
can help us listen better, but sometimes they can keep us from listening, too.

We can be Detter listeners if:

1. We gemuinely, seriously, want to listem to what someone
is trying to say.

2. We gctively give our total attentjon to understanding

what someone is saying.
3. We are receptive, both mentally and emotionally.

4. We are sensitive to the other person and rezspond to
what he or she is trying to communicate (Gotts, 1977).

Put key words on chalkboard, flip chart, or tramsparency
for an overhead projector.

But in addition, we have to practice, because listening is a skill, and
that's the way you lesrn a skill. Since it's pretty bard to practice being
receptive or semsitive, iet's list some of the ways ve cam show that we are
genuine, serious, sctively interested, zeceptive, and sensitive.

What do we do when we're "really lictening?"

Generate list, s2dding items and encoursging
participants to contribute mcre. Put abbrevisted
jtems on chalkboard, £1ip chart, or ticasparency.
- ‘ Work quickiy to keep idess coming. There is no
: need tc elaborate on esch one. The list should
include items such ss the following:

. ¢ Hasintsin eye contact,
e Slight forward posture,

e Facial expression appropriste to subject.
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e Fod, "Hmm", or other mon-interrupting ackaowledgements.
¢ If person pauses, let continue without imterrupting.
e Igoore distractions. |

e Don't put in your ideas until the other person is
through. )

e Yace the persom.

o Bon't 1cck Borsd or disinterested.

¢ Ask for clarification, if needed ~

6 Tues che persom is fimishad, or Sizmished witk o portien
sumnarize and repeat back the essential parts of what
they ssid, or what feelings they tried to convey, to
see if you understood sccurately.

What we're goiug to do now is practice some of these specifics—and
you'll all be so guod at active listening that even the children will give you
an "A"! This is the way we're going to do it.

We'll divide into teams of three. One person will be the spesker—-in
in this cese, a payent. Ome person will be the listener—in this case, &
a teacher, principal, or specialist. The third person will be the coach.

Tke person who is the parent is going to explain somethipe fsctusl to
the tescher. For example, the psrent might explain what the doctor has
reported about a child's allergies and his or her instructions to the schoul,
or something the PTA is proposing to do thst has serious consequences fors
particular classroom or school. All of you have been invoived in enough of
these situstions that you won't even have to use your imsginstions! Just
repember! "

The person who is the teacher, prinmcipal, or specialist is going to
sctively listen, practicing the skills we've listed, and zny otker special
techniques they want to. Them, when the other person is through, the listener
'will give an "instant replsy." That is, they will susmarize the important
points and repest them back to the parent, witb the parent correcting until
they both agree on what was said.

So far, ve have 8 familiar duet--a spegker and & ljistever, and you koow
what you sre to do.

Check for snderstanding. Tell people who wnderstasd
to £old their arms on the table. Those who doa'’t pot
their bands in lsp. Bxplain, demonstrate ss mecesssry.
Use those who understand to help others.
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So who are the cogches? Just thst. The coaches watch the practice with
understanding and support. They are not to criticize acd yell at you, like
some coaches do, but they are to see and point out what you did right. what
could have beea detter, what you forgot to do, and what you could practice
next time. They'il do this gfter practite, or at a break in the practice, and
help the two of you anaiyze what happesed. Orme group of people studying how
teachers and other people learn new skills has found that coachirg helps
(Joyce & Showers, 1983). After we've practiced once, we'll change-foles so
you all get 8 chance to practice listening snd cosching.

I've ssked a couple of people to help me demonstrate. I'll be the coach.

Short demonstratiocu. Check for understanding, as
above. : ¢

Notice that we gsve the parent & chance to think about what he/she was
going to say, and s little help, and that we worked until he/she agreed the
listeper understood. Notice that the coach gave both feedback and support.
Now, we'll get in groups of three and get started, Practice once, then we'll
stop and see if you have amy questiomns.

Give grouping directions specific to the situation.
Cive each group the role cazds, telling them to
decide who is going to tske which role first, second,
and third.

Nove from group to group to help define their

tasks snd get them started. Stop sfter practice
run, check for snderstanding and clarificationm,

thes continue. Continue to monitor, but don't

exter 38 group unless thay need to be brought back on
on track, rescued, or semt ou to the mext tzsk.

They sometimes forget to switch roles.

Keep ths atmosphere light. so that people can become
comfortable with practicing and cosching. If you don’i heas
some laughter and good-natured banter, something is wrong.

Since the groups will be working st different speeds, what do
you do with those who have finished eariy? There are seversl
options.

1. Hsve thew susliyse vhat weast well, snd what dids't go
well in their group to share with the others later.

2. Have them discuss what they liked or dida't like
sbout cosaching snd being cosched, snd be ready to
share with the group.
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' 3. Ask them to identify other situstions is their owa
' schools or lives where this type of active listening
would be susefwl; list amé share with group.

&. EKave some short readings on active listening or
coaching for them.

As the groups finish, belp them reflect on what they
bave dome. EKere sre some possible questions. Select
the appropriate ocnss from these, or develop your own.

i. What were some of the difficulties in doing sctive
1listening for £actusl informstion?

2. I= what ways dié the “coaching® help or hinder? Whst
did€ you like about it? .Fot like?® :

3. mtn;tmniucmhmd!

&. What were some things thst went well iz your group?
Dida't go welllt

5. In what o:hr school or life situstions could you use

this skilll®
. *Be suze to direct these guestions to any group sssigned that
task.

6. Are there times when you shouldn’t use active or
reflective listening?

Use question six as a conclusion aud transition.

Active or reflective listening is & skill to use when you vant to meke
sure that you thoroughly understand snother person, and that the other person
knows you are concerped, listening, &nd undcrstanding. It is not something
that you do during every conversation, although most of us could probably
listen to each other s lot better than we do.

Folioweps

Practicing is & lot easier than doing something in real life, so you've
got & homevork sssignment. Try out, prgctice this technique on your'
collesgues, family, and of course, tbe parents. Make some notes about how it
vorked, their reactions, sny difficulties you hed, or fuany things that
happened., .
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We'll share these st the beginning of our next inservice, which will
start with a guick review, then practice and cosching on using active
listening when the person you are talking with is expressing & lot of emotion.
This often bappens whben disciplin: and grades sre the topic. Since you'll be
playing the parent role, think about what you're going to ssy and do, and also
adbout bow you could use “active listening™ ss s teacher, principal, or
specizlist in that cituation.

Today, we listened with our u}ndo; next time, we'll use mind gpd hesrt!

oo
boma
o
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Listen ¥With Your Mind and Eesrt
cond 3 sion

Objective: Participants will state or restate emotions coaveyed in 3
' statement to the sstisfsction of the person talkirng.

Msterisis: 1. Chalkboard, flip chart, or overhead projector and
transparencies

2, 1Igndex cards

Procedures: Have participants share "homework.” Shsare with them your om
experiences. If s group has difficulty getting started,
sharing your own practice items will help bresk thke ice.
1f possible, have someone record how msmy report, and yhat
they report, so you kave sn evalusationm.

Todsy we're going tc practice sgain, but on zeflecting leelings that
people express or imply. This is much more difficult to do than reflecting or
restating facts, as those of you who have tried it kuow. What are some
possible reasons?

Discuss—List ressons if there seem to be a lot gemerated.
o Some possible ones:
¢ We get emotionsi, too.
o We feel unessy or tlreatened.
® We don't know what to say. b

e We don't hsve training and skill in interpreting what
people sre feelixng.

e We'tve afraid we’ll ssy and 40 the wrong thing.

All those are good reasoms, but the high feelings &re there, and we &s
school people often bave tc desl with them. Sometimes al]l that is necessary
is for someone to listen to the parent and acknowledge bow he or ske feels.

Those of you familiar with Tescher EBffectiveness Training, Parent
Effectiveness Training, or other "affective listening” spprosches will

recognize the technique.

We're going to practice and cosch the same way we did last tiue, but
there will be two changes:

1., You sre to get ip differenmt groups.
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Those of you plsying the role of psrents will focus on
conveying to the teacher & feeling. You dom't have to
gstate the feeling at sll. In fact, you can talk sbout
grades, or a discipline or homework problem, but ia

guch & way that a feeling is conveyed. Ljisteners, you
are to reflect thoses feelings in s way acceptable to
speaker. Cogches, give them support, guidance, helpful
hiots on what they did right, and how they could: improve.

Isplement this activity with procedures similar to the
factusl reflection in the first session, including
the folluow-up (transfer) assigum.nt.

Proonss
A
[y
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School~Faieily Communications: The® Spoken Word

". To Si& jegder:

This staff development session h;s two parts: One is about telephone
- calls to xndivxdual parents; the other about recorded messages. Bpth provide
for recorded messages. Both provide for jmstyuctionm, gx;_;;gg, and cogchias
or £eedbgck from anotherx person, Introductory material is set up so that
psrtzc;pan:s skiil spnd experzence axe recognxzed-aa important primciple
in isservice educa::.en.

You‘ll need a room large enoush tbat the trics ean form small groups and
talk without distractiom. :

4

Objective: Participants will outlige, p:act:ce, and receive co:chzns on
at lesst tvo types of telephone calls to parents: (1) a get
scquainted, good-news one; and (2) one where they must bring
up and discuss problems and comcurns, such as dxscxplxne or
grades. :

Materisls: 1. Chalkboard, flipchart, or overhead pro;ector and
transpsrencies. ' "

. 2. 1Index cards. Pold the cards Iengthwne, 80 they

wvill stand up. Primt “parent,” “teacher," "coach"

o5 enough sets of 3 so that each trio will have s

set.

3. Harkins pens for printing zhe;csrds.

4. one copy of Handouts VI-7 tnd vi-g, “Telephone Tips
for Teschers" and “Lchool-Family’ Telephnne Record“
for each participant.

3

Procedures: N
Personsl contact is the wost effective method of reaching parents and is
videly used by many teacbers a¢ all levels of schooling. Some parents come Dy
the school, we see others at the store, church, or other school and community
functions. Otbers we never see at all. Por them, & telephone call mey be the
1ink between schooi and home. ~In fact, teschers report thsi pbove caiis teo
the home are one of the best ways for schools and fspilies to cosmunicste.
Cslls need not be long to be effective. In fact, ve might take & tip from .
success of the book “The Ove~Minute Manager™ and try to become “The One~Minute
Teiephoner.” & phone call doesn't need to Le long to be effective.

il' Eovever, & personsl telephone call has both sdvantages sné disadvantages
for teacher and psrent. Let's quickly list some of them.
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This listing can be done two ways:

« 4

1. &s s total group. Yo do this, write ®idvantages™ and
"Disadvantages” at the top of the paper or chalkboard,
then 1ist esch item in the appropriste plsce as the

group suggests it.

2. As two or :ore smeiler groups, with each group having an

assigned focus of either " dvantages” or “disadvantsges.”
They generste the sadvantages or disadvantages within

the group, thes report back,

longer.

This technique takes

Among the items that should be listed are:

Advantszes

Establish personal cosntact

Knoy your message has gottem to
the parent ~

‘Most psrents have telephones

Find out things you don't lesxn
in ao exchange of notes

Give chsnce to clarify what
people don't uanderstand

Most people are used to
spegking and listeming

Can exchgnge idzas

Just becsuse we all use the telephone a lot doesr’'t mesn that we always

Dissdvsntsges
Finding pecple home

Calling during dinper or
fevorite TV show

Tskes s 1ot of teacher's time

Can't slways find right
telephone number

Can't "read" nom-verbal
language

Hard to bring up difficult
discussion topics

Parents only home at night——
That's gy time!

it effectively. Businesses spend & lot of momey training people to use

telephone. -

Most of you, as teschers, have msde & lot of telephone cslls to parents,
have found out approaches that work and don't work.
of expertise on this techmigue.

-

Distribute Handout VI-7——"Yelephone Tips for Teschers™
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Handout Vi-7

‘ Telephone Tips for Teschers

For Introd rv or "Good News" Calls For C A blens or Comcezn

Mine | Mine

Others' | Others'
VI-73 19



Take giree minutes to jot down your best idess for introductory or good
pews calls. Then we'll share 8o yns have the best ideas from & group of

‘ experts.
Leaders sboulé also £ill out "Mine™ section. Afterx
three m sutes, have people share their best ideas.
If the follovwing items are mot included, add to
your list ou chalkboard or mewsprint so people caa
copy thes on the handout.
o Istroduce ané identify self: "I'm Eevin Becher,
Shawn's Sth grade teacher.”
o Ask if this is s good time to talk for .
ﬁiﬂﬂtel.
o Mske notes shexsd of time of what you want to say.
e Start with something positive.
e Use plsinc English—no jergon.
: a Mzke svre you understand family status. Parent's
‘ name wmsy not be same as child's.
o Keep it short, simple, and to the point.

' e XEave a good conclusion (i.e. "I'm glad we bad a
chance to talk. I wou mnead to call or see me
about suything, call _____ _.)

. ¢ Use sctive listening. Use "I-messsges.”

Now comes practice time! First, we're going to call parents to report on
a pleasant mstter or just to get scquainted.”

Use role-player {(psrenmt), role-taker (tesacher), and

cosch trios a¢ in "Listen With Your Kind and

Beart.” Quickly descrile task and check for

understanding. Have parent snd tescher face in

opposite directions to simulste the telephome o
situation. :

Tske s minute to make notes on what you want to report om, them pretedd
to call. Coaches, remember to observe and tell the teachers what they éid
right snd what could be improved. Parents, don't give the teachers s hard
time! Then switch roles.

. Circulat2, monitor, give help as meeded. Ome practice
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is not enough to msster a skill, so go through the
procedure again if thexe is time., Have those groups
vho get through esrly begin generating ideas for the
pext task: calling about a problem or concerm.

Good news is essy to talk sbout. Problems aren‘t. Teachers in the

Appslachian Region ssked for help in tal

grades—and telephore calls are fzequently about problems. Indeed, some
parents think that's the ouly time they hear from the achool.

Again, 12t's take three minutes to jot down our best ideas for

telephoning parents about discipline, gra
share and practice.

Follow procedures as in previous -activity.

Idess genersted should include the ones below, pius
others: |

Don't make that your first call.

Don't blame paremt or child.

Report objective information.

Avoid labels.

Talk sbout the problem as z shared one.

Make scme positive suggestions as to whit to do; look for
solutiong.

Start with something piesssnt, but theu get to the point.

Choose words carefully; make some notes shead of time;
avoid jargon.

Call as soon ss possible sfter thbe problem arises,
while parents and school car do something. AEL
resesrch says parents clear through secondary
school waat this kind of information (Cotts, 1983).
Ask if parents have noticed any problems st home.
Be as specific as possidie.

Kake 2 note sbout when you called andé what the subject was.
Put in studemt file.

Close conversation or a plessint note.

Actively listen for both facts and feelings.

VI-76 125

Ty N R e T T I PR bt e S SR

king with parents about discipline and

des, and other problems, then we'll




Now you have a chance to practice making that difficult call. Im your
groups, tske s few minutes to discuss the problem you're going to call asbout.
Most of you can just draw on your own experience! Help esch other decide the
best way or weys, then try ovt what you decided to do. Make that phome call.

Monitor group to mske sure tbey uaderstand task; give
help as needed to teascher, parent, and cosch; belp
change roles so all get a turn. If groups finish
early, ask them to start wmaking notes for the
concluding discussion——refliecting bsck on what they
learned. Select from tie ones below, or develop

YOUr OWR.

1. vhat were some things that went well in your group?
Didn't go well?

2. 1Ip what ways did the cosching belp or hinder?

3. ¥vhat mskes problems snd concerns such as 6iseipline
and grades so difficult to brinmg wp?

4., What sre some specific things you learmed that you're
going to try with parents?

After everyone has finislhied, briefly discuss some of
the iteus above.

¥ol lowun:

At the beginning of the year, send home & "Welcome" note to parents,
telling them you will be calling them soon, and how they can get in touch with
you. Enclose sz card for them to return giving their nsmes, telephone number,

time of day and day of week thst is best to call, snd any other information
they would like you to have.

Distribute Handout VI-8, “School-Family Telephone
Recotdo- '

You'll need some way to Keep track of who you have cailed snd what you
discussed_. This form can be kept in each child's classroom file or in a
separate file folder just for telephome contacts to provide 8 continuous
record of school-family telephone communicatioms. Some people suggest that
you meke 8 few calls every day.

dowever you decide to go about calling the families you work with, keep
track of the calls, bring the forms back to our next inservice, and share how
it went snd what “telepbone tips" worked best for you.
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Handout VI-8

. School-Family Telephone Record

Teacher's Kame:

Student 's Nape:

Psrent's Name:

Telephone Number Called:

You msy wish to use this same record for caslls fromtthe family to you. Simply
record YE" in the Response column,

Day/Date Time  Regponse® Comments

Additional Comments/Record:

*4, Spoke With Parent

B. Busy Signal

C. No Amswer

D. Disconpected Telephone
E. Scheduled Call Back
F. No Adult Home

G. Declined to Speak
H, Faomily Initisted Call
I, Other:
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‘ Objective: Teschers will kmow what school-family communications are
appropriate to put on & "recorded mpessage” machine &nd
will practice recording messages for parents to receive
whep they call im.

Ksterials: 1. Device for recording messages for telephore call-in,
Ideslly, you would have one for each age/grade level
group of teschers. Tape recorders could also be used
for practice.

2. Tapes--ome for each person to take home would be idesl.

3. Chalkboard, flipchart or transparencies, and overhead
projector.

4. Onpe copy of Hsndout VI-§, "“Improving School-Family
Relstions Through Recorded Messsges,” for each
participant.

Procedures: Esve recording mschines set up so teachers cap experiwent
wvith them while the group is gsthering. You might want
to delay starting if the experimentatios is going well.
Before starting, have participasts sit io groups

, according to the age/grade level they tesch—primary,
jatermediste, secondary. If you lLisve a1l elemestary
‘ teschers, they might sit in grade levels.

At ope time or another, most of us have been irritated, annoyed,
grateful, relieved, plessed, or angered by the telephone answering machines
that seem to be everywhere. Some schools, however, have learned to use
them to good advantage——for early morning call-ins; for gemersl
information about the school when no one is there; or a3 ¥hot 1imes"™ when
psrents bave a complaint agﬁggoblen. A few schools have experimented with the
recorder '8 & classroomewchool-home communication tool snd the results wvere
excellent Parents djd call in and children's achievement om such things as
spelling tests did improve. MNore parents returned permission slips and forms
vhen repinded by the recorded me<sage. In general, though, we have been slow
to take advantage of these relataively inexzpensive machines for bot-lines,
varm-lines, help-lines, “pigl-s-Tescher,” or vhatever you want to csll it.

Let's look at how we might use recorded messages to improve school-family
communications.

1. Pirst of sll, remember that the message will be for a
genergl sudience—-zll the parents or children in your

class or classes—as opposed to t:2lephone cells adout an
individual child.

2. Second, the informstion must be short sud to the point.
The number of minutes will be determined by the machine's

. capability.

Vi 18% ‘}
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3. The messsge sbould be savailable gt 3 regular time and om 3
a regular day, so families can establish the habit of .
calling ir. The messsge should be changed regularly.

4. The message should be pertinent to the child's school vork
or school functions and should mske specific suggestions
for what parents can do. -

You're already in groups sccording to the age or grade level you teach.
Working together, generste some specific ideas that teachers could
record--either geners! information or informstion specific to s particular
grade level or discipline. As an example, ic elesentary aschool, teachers
might list' the week's spelling words. Here is & sheet for you toc record your
idess and to tske bhome to remind you.

Distribute Esndout VI-9, “Improving School-Family Relatious
Through Recorded Messages.™

You've got tep minutes to discuss and record your idess. Them, vorking
a8 s group, you sre toc develop an sppropriste message to put on the recorder.
You might waat to write what your group is going to sav. As scon a&s you've
done that, them you can practice recording, to see how you socuad, and what you
can do to improve both what you say and how you ssy it. The machines we have
will take 2 message of minutes.

Check for uanderstanding of task—srus on desk or thumbs
up if they umderstand. Monitor work of groups, but don't
intrude uniess they need your belp. When first group S
goes to record, you or someone else familisr with the BT
machine’s operstion should be there. Sowme of the L
teachers probably have these at howme. Let people take

turpa practicing. This is where more thas one machine is

peeded. Watching someons elsc is not the same sas

sctually recording and iistening to yourself. Coach,

commest, encourage, praise, xs appropriate.

¥hen group finishes practice, conclude and prepare
for followup. .
The recorder offers 2 good way to send messages to the home. Some

barriers to its use are specific to each school.

s You may not have one at all——but look in sll the closets
first.

e There may be only one for the whole school. .
o There msy be s limited number of telephone linzs coming

into the schooi. .
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e It may be difficult to get parents ‘s the habit of
‘ ‘ calling.
What are some ways to overcome these barriers?
Discuss solutions to these and other bgrriecs, such
as different grades or discipline areas baving assigned
pights. That is, the first grcde could use Monday night,
and the second grade wse Tuesdsy might, etc. Often
telephone lines have more capscity than is being
used, and adding more phones is not difficult.
 Newsletters, sotices, and class calendars can
contain information on how to "Dial-A-Tescher."

Some schools set aside a designated "hot line"” hour each week when
parents can call in to talk with the principsl, psychologist, or other
specialists. You might want to do this in your school or even for your own
classroom. It might promote two-way communication.

¥ollowup:
As soon as you get s recorded message system going in your scbool, csll

me at (Jesder's pupber), and lesve the number to call to get your message. I
would iike to hear each one of you using tbis flexible message system.

VI-83
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Handout VI-9
‘ Isproving School-Pamily Relstions Through Recorded Messages
*Dial-A-Tescher"
Zhe Nessage

1. Is for a genersl avdience.
2. Must be short amd to the poimt.

3. Should be available at a regulsr time and day.
Should kave the message changed regulariy. e

4. Should be pertinent to the child’s work and
should make suggestions for what parents can do.
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School-Family Commsnications: The Written Word and Other Symbols

. Yo the Leader:

This staff development session focuses on written wessages from the
school to the family, emphasizing those that cas be quickly and essily done by
s busy teacher. It bas two sections:

1. Pirst, after initial backgrouad informatiom, teachers will
brsivstorm and share ideas for each of the four communication
vehicles: inpdividusl messages, individusl recogmition,
class calendars, class newsletters.

2. Second, teachers will experigment with diiferent headings or
logos, and develop at lesst one thst they caz use on the
home-family communications from their class.

If they leave the session with idess pjus the materiasl to implement those
idess, they are far more likely to put thex into operatiom.

Sone of the techniques &re more appropriste for elementary schools than
secondary. For example, certificates of apprecistion snd outstanding
performance are used freely at the secondsry ievel, but are ususlly reserved
for specisl recognition ceremonies--and there are far more given for
pon-academic pursuits than academic. As these differences arise, let the
teachers discuss and decide what techniques are appropriste for wvhat age

. children. Maybe "what is" isn't "what ought to be.” Perhaps a personal note
meijed to & high school student and his or her parests could get sround some
of tbe problems of praise in front of peers. It's something to think sbout!

An aiternative spproach for this inservice would be to divide into groups -
snd let each group generate the ideas for one vebicle of communicstion. Thst
is, you would have four groups; one would develop ideas for written messages,
one for recoguitions, one for class calendars, and one for class newsletters
or newsbriefs. The listings would then be posted for a«ll to see and list on
their hendouts. This procedure would speed up the process, snd would work
well with a group of over 24 people.

In tbe second part of tbe session, arrange & ¥bands—on® workshop set-up.
Msterials could be placed in centers, where participants csm vork with one
type of material at & time. An sltermstive srrangesment would be to put sll
mzterisls on one large table, where people can get what they peed and return
to their own workspace. JHave some examples of different logos and formats for
them to look at, and either clear directions for hovw to use esch unfamilisr
item or process, or have someoue there to demonstrate.

The previous numbered page ift
.. the original dogument was blank, .



Objectives: As & group, participants will pame items appropriate to
include in or on ao individual mote, recogmition, or
concern sent hom~; clsss newsletter, or calendar.

Participants will know essentisl elements it communicating
vith families through written messages sent to the home.

Katerisls: 1. Chalkboard or flipchart or large pieces of newspriat,
markers, masking tape. Pre-letter four sectioms of
chalkboard and display so people can see thenm.

(1) School-Family Messages: About Individusl
Children

(2) Schoci=Fsmily Messages: Recogniticn for
Individual Children

(3) School-Family Communication: Class Cglendsr
(4) School-Pamily Communication: Class Newsletter

2. Ope copv of Bsandout VI-10, "Ideas for Messaxes and
Specisl Recognition,” for each participaunt.

Procedures:

You know, interesting things happen in school to family and family to
school commupications. Researchers amd school people usuaily agree that the
school should take the initistive in establisbing frequent contact with
parents, informing them of what they need to know, and iaviting participation
and involvement in the schocl. Parents often respond by msking more frequent
contact with teschers and the school. Almost always, when school-home
commusication becomes regl communication—-that is, flowing both ways--everyone
wvins, especially the child.

There are innumerable ways for the school to mske more frequent contact
with parexts, such as telephkone nslls, recorded messsges, dbulletin dosrds,
school nevsletters and notices, and parent-tescher conferences. Today we are
going to concentrate on short and essily written commupicstions thst classroon
tegchers can do. These would be in additiom to school wide ermmunicstions
such as report cards, school handbooks, school newsletters, and school
calendsrs.

We'll look st and work on two kinds: written messsges about individusl
children-~individual notes and recognition "swards"--and writtem messages for
¢he whole classroom group-—class cslendars and class newsletters. Then you'll
heve a chance to develop some models ready to use when you get back in your
own classroom.
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Let's look st form snd copgent first.
' For written messages about individug] children, probably mothing else has
quite as much meaning a3 & short, personsl note. It takes a little tige, but

one or two a day, written or typed on a half sheet of paper, has grest meaning
to both parent and child, Many of you probably already do this,

_ If the group is large, you msy want to set up smsll
f groups, and bave thes brainstorm yithin the group and
- develop a writtes list to post amd briefly expisin.
| Cive esch group newsprint and markers, and have the
masking tape available.
If the group is small, you may want to lead tho
brainstormiag sad have amother person record on the
appropriate sieet of mewsprint or chalkboard. Add _
more vewsprint or mcve to amother chaikboard ss i
peeded. Vary your directions as sppropriate. o
Remember the rules for brainstorming: | 5
s No evalustion and discussion of the items
e Everyone try to coemtribute |
e Generate ss many ideas ac you ran
| . : e Vork quickly
All right, jyou're 3 cléssroom tescher and you've decided you're 3oing to
write two short messages s day. What are some topics, remarks, observations,
or suggestious that would be sppropriate tc write about an individusl child?
Allow a little thinking tile. If no one stsrts after
26 or so seconds, say,—"How it's time to share your
idess and we'll put them on the sewsprint.* Work
quickly, recording idess as they are generated by the
group. IExamwples of what you may get:
e An outstanding achievement (specify)
’
e Ead new hasir cut, clothes, etc.~—looked nice . 2
e o VPinished work on time «
@ Lad & gsop
¢ Seemed tired
¢ Made g uew friend
. e Sick st stomsch
e Discipline problem
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Comment szud encourage to keep idess flowing.

There are lots of good idess here! Remember to mske what you say brief,
specific, and personsl to that child aend family. Always make your first note
something posjtive, and over the course of the year, talk sbout positive
things three to four times as often as problems or concerns.

So you can remember all these good idess, take 5 minutes ¢o jot them
down, snd they'll be ready to go in your file or notebock on school-family
communications. )

Distridute Hasdout VI-10, "Idess for Messsges and
Special Recogoitions,” thes sllow 5 minutes for copying.
If people finish early, suggest that they start jotting
down ideas for special recognitiom.

Now, let's lock at ideas fo: special recognition for an individusl child.
Many schools or classrooms have simple certificates or awsrds that can be sent
home with child.

Show exsmples ou next psges, or use local examples.

You have to be a little careful not to send these home indiscriminately,
but wvhat sre some things & classrcom teacher could send home & recognition
cevtificate for? Let's 1ist a5 many as we cam think of.

Use brainstorming procedures, as in previous discussiom,
then give people 5 minutes to write down or Handout Vi-10
the individus! snd collective ideas to tske home.
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Handout VI-10

0 Idess for Messages and Specisl Recognitions

Ydess for School-Fami es Abou Individusl Chi

1deas for School-Family Specisl Recognition For am Individual Child
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Now, let's lcok at information that meeds to go to the whele cisss. Of
course, there will De times whken you want to send specisl notices home, but a
regular class calendar, newsletter, “newsbrief," or notices are alsc useful.
In fsct, in & recent survey in Meryland, over $5 percent of the teschers
involved said they ses’. notices home several times & year. The calendar can
be posted so thst patents have an overview of the month shead; the newsletter
or newsbrief can share other informstion in-depth.

Eere is an example of & partially completed clsss calendar—-see page 99.
It bas the lunch menu, psrent-meeting, & minimal day, a "multi-cultural week,”
and a few other things on it. What other informstion might a classroom .
teacher want to include?

Alabsma's State Comnunity Education Office suggests & "Learning
Calendsr,” such #s this one. (Example on page 101.)

Brainstorm and list items for class calendar as im
previous activities. Distribute Handoot VI-11,
“Class Calendars, Newsietters, or Newsbriefs.™ Hsve
participants £ill in ideas the group has gencrated.
If some get through before the others, ask them to
begin listing idess for classroom newsbriefs.

-

Periodic pewsletters or newsbriefs are snother valuable communicstion
tool. Current research is showing that parents do read school newsletters and
find them important sources of information. But most school or district
nevsletters have little informstion in them sbout individual classes. A
one-page "newsbrief” might be worth comsidering. If you have 2 good
duplicstion system, copsider putting the mewsbrief on the back of the school
calendar for the coming month. Parents can then post the calendar.
Explacations of specific calendar items could be in the nevsletter or
pewvsbrief.

Kow, let's genmerate some ideas about what to put im class newsletters or
nevsbriefs,
Cenerste list. It sbould include such things as:
e Items parents could ssve for a class project
® Reminders
o Thanks for pa?&htl and others who have helped
¢ Curriculum emphasis

o Ideas of ways to help at bome

2w
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e Nighlighting a commumnity resource especially
sppropriste foit s grade (children's museum—good
TV show, etc.)

® rstagiaphs, poems, or art work the childzen created
e Class average on s spelling test

e Spelling wozds
e Study topics in & particular grade

Pag=s 13 to 15, Sectiom V, give guidelimes for
newsletters. Altbough they are primarily for
administrators, several of them apply to ail
communications home. You might wish to share some
of those guidelines with che participants. Psge 17,
vhick gives tips for making & uewsletter resdsble
snd attrsctive, could be reproduced for s handout.

If you're already using ome of these school-home commumnications, try
another one, tco. They accomplish different thiogs. If you've not been using
them, try ome or two. You--and the parents and children——may iike itl!

Psrent volunteers or older childrem might help with the class calendar or
nevsletter. Once the format is set up, they don't take much tise.

If your school or class is fortunate emough to have a microcomputer with
word processing cspabilities, investigate to see if it can be used to set up
your individual and group notices home. Some of those machines caa do

fantastic things! That's what we're going to work cm next--you'll have s
chance to play around with s formst that reflects your class and your school.

nd of lst section—Breszk timel
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Handout VI-il

. Class Calendars, Newsletters, or Newsbrieis
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Objective: Participants will prepare st lesst one lecgo and heading
appropriate to use immediatecly ss a copsistent symbol of
their class in communicatious to the home. :

Msterials: 1. Blank sheets, 8 1/2" x 11" paper
2. Blank sheets, 5 1/2" x 8 1/2" paper (half-sheets)

3. Ruled paper, trsnsparent tape, masking tape, rubber
cement, other art supplies

4. Grid for class calendar (Handout VI-12)

S. Ruler, scissors, variety of marking pens and pencils

6. Samples of symbols, loges, headings from various
institutions o

7. Press-on letters in various sizes

8. Tables to vork on and a8 room big enough for people
to move sround in

Procedures: Collect, then post examples of familiar, and imstantly

recognisable logos snd type-faces thst orgspizations
have developed as part of their way of commnicsting
with the world. Look for a variety, such as the examples
below. Imclude scm= local omes.

As people come in to the room, let them browse to get
acquainted with tbe work materisls. Those who wisk
to begim work can do so.

Letting people proceed independently or in small
groups serves ss s “sponge” to help them use their
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' to the public a particular image. Familiar examples are: \

9

time to cosplete the task st hapd. You can move
from group to grosp to get them started. After
everyone has ssssmbled, give & signal to get their
sttention, then proceed with the more formsl
imtroduction. No msed to physically reconvene
everyone. Let them watch and listen where they are -n
working. Do get everyoue's attentios, though. s

\ Cooow
Most orgsnizations spend much time, momey, and creative effort to project o

Kame the exswples ycu have.

When the telephone companies were split up, the new AT&T went to great
lengths to mske its new logo sometbing that could become the imsge of
communications.

Msny schools and school districts have developed a -distinctive logo——a

symbol, picture, ané type that mskes that school iustantly recognizable. It's ‘ A
s good idea. At the school level, the school mascot——an esagle, panther, L
tiger, or other animal--is often used. At the classroom level, we often don't \‘mﬁﬁ
have such resources for our written meassges. Yet, what the individual : e

teacher sends home is often more important to & family tham a district-wide
comuunication, -

What image do you want to project?
e Dignified and slightly serious?

e Whimsical?

¢ Playful?
e Proud snd full of school spirit? | L
e Humorous? o
e Child-like apnd child-orienmced?

e Solid as a rock?

e lesponsive?

e Thiz iz something I'm supposed to do, so I'11 get it done as
quickly as possible.

You can communicate any of those imsges, and others Defore parents even
read & word. A sloppily dittoed notice communicstes in a powerful way! Spend
s little time developing s consistent formst that you can use. It will make
your job essier and be an integral part of your school-fsmily communication. L
Maybe you sre tired of happy faces and gold stars snd want to create & new ‘I‘a}?
image. Now's your chamce. g
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A fev exapples: You might want to use your district's logo or
symbol, snd put "Mr. Lee's First Grade" or snother hesding nmear it in npest
‘ printing, press—on letters. or type (shbow sample of district logo on
| success-o-gram). Or perhsps your state, district, or school bas a theme
they are emphasizing, and you want to pick up on that theme. Tennessee,
for example, has materisl emphasizing "Bducation is s Family Affair" that
could be used for many communicstions. Mountains znd valleys symbolize
anotber district.

The examples adove sre ou the following three pages.
You may wish to show others, psrticuiarly successful
locai ones.

Your task now is to look at some of the examples we've shown snd that you
know about, then :

e Think about your classroom, your school, and decide what kind
of imsge you wunt parents to have of them.

e Develop what you bave in mind from the materizls we have here.
If you csn't find what you need, make a plan so that you can do
it back home. Remember, you want something suitable to put or
short messages that will probably be on half-sheets, certificates
of recognition, class calendars, and newsletters or newvsbriefs.

N Some teachers put a1l the messages home from their particular
‘---\‘ classroom on one coler paper. That's not & bad idea., If
N you're going to do that, mzke sure your logo and primting will
\ reproduce and show up well on thsat color! You can make several

logos and decide later which one is really you and your classroom.

Show participants what msterisls you have for them to
use and the procedures they are to use. Encourage
them to help esch otber; ss someone creates something
interesting, show it to the others. Circulate among
the participants, giving help as needed. Conclude
by havisg each persom show their favorite and tell
vhat imsge they were trying to project.
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School-Family Communications: Academic Cuidance Sheets

. ® Io The Leader:

We are so used to thimking of inservice training as group meetings or
vorkshops that we forget other methods. Teachers are quite capable of
learning oo their own. Ip many cases, imnservice training can be sccomplished
through self~instructionsl materisls that teachers can study and try out alonme
or vorking informslly with anotbher group of teschers. This “inservice" is of
that nature. :

The self-instructicnal module is designed to be distributed to teachers
if a school, school district, or ever so individual teacher decides to notify
parents that a child is having difficulty in a particular school expectation
through “interim progress reports,” "academic deficiemcy notices," or a
persons] conference. When and if that decision is made, teachers need and
will be receptive to information and materials to help them.

1f information on the pages that follows is distributed to teachers at
the time & final decision or “interim progress reports” is made, it will be
both immediste sand relevant-—gud likely to be resd and used.

Attsch the appropriate academic guidance sheet--elementery for elementary
teachers; secondary for secondary teachers. Assure teachers you will be
availsble if they need any help snd put your name and telephone number in a
prominent place on the module. : :

. As with the other staff development materisis in this resource book, you
may duplicate as many as you need.

¥ollowep:

. éfter the interim progress reports go out frou the sch._..! or class,
distribute the follow-up evalustion (Eandout VI-i3) to all or s sample of the
teachers who received thc self-iustructional module.

-y
w
o
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Handout VI-13
. Dear Colleague:

Barlier this year you received a self-instructional module sbout and &
ssmple of an “academic guidance sheet.” The sheet was to be sent bome to
parents to help them snslyze why a child might be having trouble: in school
and then take appropriate action. To find out if the sheets were useful to

you and the parents, we are asking you to answer the following questions
and return to . ‘

Bov many of the acsdemic guidance sheets did you send to
parents?

Bow msny interim progress reports or academic deficiency
reports did you send to parents?

How ugeful do you think the academic guidance sheets were
to parents? (Circle ome)

Very useful ’ Useful Not st 811 useful

What suggestions do you have for improving the academic
guidance sheets?

What comments did parent have, if any, about the interim
progress reports and academic guidance sheets?

156
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Do you have any indications that parents took any of the
suggested sctions? :

Other comments:

Thank you for your help.
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Using Academic Guidance Sheets
Edward E. Gotts

Bgckground, Over the past two yesrs, AEL has studied the effects of
schools sending home "interim grsde reports." The interiw report is an
scademic deficiency notice that is sent home between regular grading periods.
I1ts purpose is to give the psrents snd student time to take corrective sction
before the grade becomes sn officisl part of the student's permanent record.

Parents who have received such &8 notice or have beard about the practice
tend to view this specisl effort at personal commuinication ss "helpful" and
Yuseful.” They hold positive attitudes toward the practice and, consequently,
toward schools which implement it. Their comments suggest that the practice
is weil sccepted because it "gives time" to correct the deficiency--while
report cards do sot.

A large majority of parents who received an interim grade report took
some sort of action. Most talked to the child, the tescher, or both.
However, a8 careful study of parents' remsrks indicated that the kinds of
corrective sction taken were quite limited. That is, the interim reports did
oot usually produce careful amslysis of the child's learning difficulty nor
did they lead to actions designed specificslly to overcome particular barriers
to effective learning.

The foregoing findings caused us to reach the following comclusion:
Interim grade veports a&re & potentially valusble means of school-home
communicstion; however, the impact of this practice sppesrs to be limited by
the need of parents for further guidance in how to respond to the particular
circumstances surrounding their child's acsdemic difficulty. The challenge,
thus, appeared to be: Kow could parents receive guidance that would permit
them to analyze the child's situation and to consider courses of corrective
action?

In seeking an answer to the preceding question, we sllowed ourselves to
consider only solutions which would: (&) be exceedingly inexpemsive to
implement (i.e., because of tight school budgets); (b) require po sdditional
personnel; (c) be usable within the framework of typical existing practices;
(d) not be time consuming for school persomnel; (e) be understandable,
uncomplicated, and to the point; and (£) encoursge an active, partnmership role
for psarents,

Academic Guidance Sheets. A sclution which seemed to fulfill the .

preceding six criteris waes designéd. It is our "scademic guidance sheets"
(i.e., "Eelping Your Child"), of which we have prepared separste versions for
use at elementsry ard secondary levels. These sheets are intended to be sent
home with the interim grade reports, thereby providing parents with guidance,
as needed. In conpection with this suggested timing, it should be noted that
the guidance would be of less practical value if distributed at regular
grading times. Guidance sheets would, fuvther, sppear to generate more

motivstion to mske corrections if distributed at times when correctioms.can. . .

mske & more immediste difference. We, morecver, anticipate that parents will
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view the guidance‘kﬁggesticus more positively when they can make 8

. difference~—and perhaps even somewhat negatively if given out when the

possibility of change is already "foreclosed" for a grading period.

The guidance sheets begin at the top of the page with an introduction
that: (a) encourages an gcrive stance by the parent; (b) indicates the
purpose is to help the child perform better academically; and (c) explains how
+o apply the guidance procedure. The procedure is divided into columns
iabelled Regsons and Actions. Parents are to read the listed "Possible
reasons for poor work™ an? to comnsider (i.e., analyze) whether any of them
applies. For any that may apply they are to study and try the correspondingly
pumbered action. The sctions themselves may entsil discussion, collaborationm,
supervision, wonitoring, and other invoivements in the child's establishmeat
of good study habits. PFinally, general reminders appear at the bottom of the
sheet that ask the psrent to initiste further discussion with the tescher and
others. The guidanmcc suggestions have been limited to 8 simple page. This
page may be used as 8 checklist and worksheet as well.

Usi Guid ) . Fifst, the sheets sre to be sent bome with

interim grade reports. This may be done by the individual teacher. When
interim reports are completed st the secondary level by sll teachers at the
same time, they are usually collected and sent home together. In this case, &
single copy of the guidance sheet would accompany the one or more deficiency
TEeports.

The preceding discussion assumes that the guidance sheets will be sent
home without comment. Another method is to send them home with the teacher's
suggestions (e.g., noted by check marks or circling) sbout what some of the
reasons may be for the academic deficienmcy. This method takes more teacher
time; it may also result in more teacher-paremt discussion., If this method is
to be used at the secondary level, each teacher needs to complete a guidance
sheet based on observations of the student in the particular classroom/subject
setting. A related point is that, if the teacher checks the ‘ressons', it
will also be necesssry to keep some record of this to refer to in discussions
with psrents. | |

When teachers are to mske suggestions about possible reasons, the
introduction should be changed st the top of the page to cover this. For
example, in the imtroductiom, just before the last sentence (that is, before,
"vou can ask the school for more help if you need it"), the following words
might be esdded: "I hsve checked some of 'reasons’ that seem to fit, based on
how I have seen your child scting im class. I hope that you will look over
all the 'ressons' snd decide for yourself which oncs apply.”

Two methods of using the guidance sheets have been considered. The
first is less work for the teacher. The second is more persomalized and
permits the teacher to share with parents clsssroom observations about
possible reasons., We lack findings that would lead us to recommend omne of
these methods uver the other, so the method selected should be based on local
preference.

Since guidance sheets have been discussed in relation to interim grade
reports, another point should be considered here. When scademic deficiencies
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are reported, for most families this can De sn unpleasant communicstion. Yet,
it is often gossible tc say something positive about the student in the same
report (for example, "she is trying,* "sttendance hss improved," Ythe grade
can be brought up by turning in two make-up assignments,” etc.). In ome high
school where teachers systemsticgslly made positive comments in interim grade
repoxrts, the result was that parents viewed the school's effort worze
positively. Furtbher, it should .be easier for parents to be comstructive with
their children if the emphasis of the report is not focused wholly on the
student 's shortcomings. When ve .suggest this, bowever, we do not recommend
that teachers say positive things which they do not believe. The point is to
look for the positive; often it is there.

Some parents may ssk vhat they are expected to do with the guidance
sheets, The best answer is to indicate that they are provided for the
parent’s use; the schocl does not expect to have them returned. Parents may
be instructed that school personnel hope that they will samalyze the reasons
and take corrective actions as best they can, while seeking sdditiomal help
if needed.

It is well, further, to emphasize with parents that perspective is
important. This may call for discussion of these ideas: (a) there is time to
correct the problem; (b) a failure in one subject area must be viewed in the
context of the student's overasll progress; (c) it in okay for a parent to feel
unable to help and to esk that someone else be alluwed to do so; (d) the
parent-child relationship is more important than the child’s academic
progress; and {e) the parent will be more sble to help the child academically
if he or she will maintain s sense of perspective based on the forvegoing
points plus a semse of respect for the child's individuality.
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Elementary

EELPING YOUR CEILD
‘ For psrent who receives report that student's work "Needs Improvement” (N).

This sbeet is to help you decide how to help your child do better. Piease study the list
of “Reasons" bDelow on the left. Ask yourself if any of them applies to your child.

If you think a #regson" applies, study and try the Waction® to the right of it.

For example, if resson #1, "poor attepdance or tardiness,” spplies, then try action
sction #1, “See that make-up work is dose.” You can ask the school for more belp

if you meed it.

Ressons Actions

Possible reason for poor work Here's what to try:
w

1. Poor attendance or tardizess. ij. See that make-up work is done.

2. Seems tired all the time or easily 2. Gets child to bed on time and be
loses control. sure child eats good breskfast and

junch., Get medical check-up.

3. Does not kpow what the tescher said to 3. Tesch child to write down what the
do or csmnot remember. tescher says.

4. Lack of sttention irm class 9x too much 4. Talk with teacher and child about
daydreaming. A what distracts or holé child's

) sttention.
5. Daily class work of homework is not done 5. Ask tescher to sead work nome; then
. or turned in. have a quiet place snd & time for
study.

6. Is not putting out enough effort oxr 6. Epcourage your child; use vewsrds,
easily discoursged. if necescary.

7. Works on homework but forgets to do part 7. Bave child list all homework to be
of it. done before starting.

8. Daily work is fine but student does mot 8. Teach your child to try relaxing
do well on tests or child is mervous while you ask questions from the
and restless. lesson.

§. Dreads going to school; shymess. 9. Be firm about going to school; take

the child to school, if necessary.

16. 1s bothered im class by another 10. Ask for studemt to sit someplace

student. else.

11. Tries but cannot seem to catch on or 11. Tutor your child or get a tutor.

keep up; acts helpless. Ask the teacher if the child needs
to be in 8 different class.

12. Child seeks lots of attention. 12. Tell child which behaviors will get
positive sttestion; give that
sttention,

13. Child is stubborn and sliways wants to 13. Try to go along with child's way, 85

have own way. long as the job gets done.

Try talking things over with your child and your chiid's teacher. That will help you
decide which of the reasons explain why your child is not doing well. If you still cannot

decide what is wrong, check with the principal or counselor. This sheet is for you to -
keep and refer to. You do not need to return it to the school.

e v AR et
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Secondary

EELPIRG YOUR CHILD

For parent who receives report that student 's work "Needs Improvement™ (N).

This sheet is to help you decide how to help your child do better. Please study the list
of "Ressons” below on the left. Ask yourself if any of them spplies to your child,

If you think a "reason" applies, study amd try the action” to the right of it.

For exsmple, if reason #1, "Poor attendance or tardiness,” applies, then try action
action #1, "See that mske-up work is done.” You can ask the school for more helpq

if you need it. =

Ressons ' ctions
Possible ressons for poor work: Here's what to try:
1. Poor attendance or tardiness. 1. See that make-up work is dome. Make

sure child gets to school everyday,
snd on time.

2. Seems tired all the time. 2. Get child to bed on time. Get medical
check=-up.
3. Does not know what the teacher ssid 3. Teach child to write down what the
to do or cennot remember. teacher says. Buy swall notebook and

show ckild how to use!

4. Llack of attenmtior in class. 4. -Talk with teacher and child adout
vhat distracts the child's attention.

5. Daily clsss work is not dome or turmed 5. Ask teacher to send this home to be
in. done.
6. Homework is pot dome or turned im. 6. Set a quiet study time at home each

day; keep it that way.

7. 1s not puttimg out enough effort. 7. Encourage your child; use revards if
needed.,
§. Is bothered in class by another 8. Ask for student to sit sowmeplace
student. else.
9. Works on homework but forgets to do 9. Eave child list a1} homework to be
_part of it. before starting.
10. Daily work is fine but student does 10. Tesch your child to try relaxinmg
not do well on tests. wvhile you ask questions from the
: lesson.
11. Tries but cannot seem to catch om 11. Tutor your child or get 8 tutor. Ask
or keep up. the gescher if the child needs to be

in. & different class.

Try talking things over with your child and your child's teacher. That will help you
decide which of the reasons explain why your child is not doing well. If you still cannot
decide what is wropg, check with the principsl or counselor. This sheet is for you to
keep and refer to. You do mot need to return it to the school.
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School~Family Communicstions: Parent-Tescher Conferences

To_The Legder:

In this resource notebook we have suggested many techniques to keep
positive school-family communications flowing. We have summsrized current
resesrch and best thinking om productive staff development. In the first
portions of Section VI, we gave examples of the way scme of those staff
development principles could be incorporsted into sctual inservice trainimg in
schooi-family relations, with emphasis on sress of pead identified during
AEL's work with schools and teachers. Bowever, ve made 5o effort to include
all relevant topics, for reasons explsined im the iufroduction (Section I).

Staff deveiopueut must be tsilored to the needs, strengths, and the
particulaz eircumstances that prevail in a school or school district. This
portion of the Resource Notebook preseunts a uumber of rescurces related to
parent—-teacher conferences, reviews the principles of staff development that
you want to comsider in planning ard implementing staff ‘development, and
suggests that you develop ap action plam appropriate for & school or schools.

We chose to do this with the topic “Parent-Teacher Ccnferenées“ becsuse
AEL's studies indicate thst:
e Rlewentsry school teachexs vegard parent-teacher conferences
ss the most successful school-family communication technique.

® The use of parent-teacher conferences varies from district to
district andé state to state ix the Appalachisn Region,

e Parent-tescher conferences are almoct always avsilable if the
school initistes them. ‘

o Parents of elementary school childten report that they went
regular conferences witb their chiléren’s teachers.

e - Parents of secoudary :chooI childresn repett that they want
conferences scheduled "as needed.”

® Teachers requested assiqtanee iﬁetnlkiqs with parents about
discipline snd grades, topics thst are frequently discussed )
in parept-tescher conferences.

e School personnel's methods of scheduling sud conducting
parent-tescher conferences may have to change with the
increase in dual employwent, sinsgle-psrent homes, remsrrisge,
and other family changes. - v

There will prodasdly be much variability is the seeds of the people you
sre working with., Use the plenning process outlined earlier:

¢ Assess Needs snd Interests

e Develop Gozls snd Objectives

- VvI-135
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) v X
¢ Identify Resources: Feople, Material, Time, Space, Honey 5y
¢ Design Activities “
o Implement Activities ""‘Vf-
o EBvaluste and Follow-up . .ﬁf hﬁg
Reviev the rprinciples of staff development and adult education sumarized ti
in Section III. Staff Develonment: Resesrch sud Recomgendstiops. o
¢ }
Review the rescurce msterial on parent—tescher conferences we bave o
included, and collect other msterial as needed and appropriaste. Information
. on parent involvement is being gemersted rapidly, so search for current <
e information and rescurces., You may not want to use any of the material we ° g
have included, but locste information that may be more specific to your
concerns, .
- ‘ N
As you plan, be sure to model and include good imstructional practices, e
including: > ' ‘

¢ clear objectives

e sctivities designed to achieve those objectives

e  recognition of individual differences (sponge sctivities for
people who come early, or work quickly; variety of learning

3 pethods) * 0

e clear directions and demonstrations; checks for understanding
¢ effective use of time : j

e recognition of the knowledge and skiils that learners already

have R
v e provision for practice end recognition of the problems of
transfer | a
® foilovu%. . A | ' o

Just as teschers plaz in higbly individusl ways, we expect that staff
development specialists do, too. '

We would suggest that whatever thinking and planning ‘process yocu use,
your plan of action should include the following categories.

Statement of need snd/or interest., Idesily, this should be the
discrepancy between Wghat is” and "what is preferred.” Such s statement will
help everyone retain focus on the overall purpose, especially if morxe than
trgining session or objective is involved.

A
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State gosis gnd obiectives. There msy be only ome, or there may be one
broad goal and several objectives thst must be met to reach the goal. The
ql’ goals rnd objectives should help meet the ideptified need.
Resources. In thinking sbout resources, identify your constraints and
your possibilities:

Constrgjnts: List known comstraints or "givens" first. Determine:
¢ How many people

¢ Teaching what age/grade level

¢ Existing method of handling parent-teacher conferences,
problems, and strengths of this approach

e Times available for imservice
e Space availadble

® Wi - participants:know each other in advance? In what
Con_Li .

¢ Budget constraints

Possibilities: List all possible materisls and methods that might
be appropriste to schieve the objectives. We often stop too soorn
in this, Teachers get as tired of the same methods of presentation

. as chiilven do.

If .i1me or space sre problems, see if g different configuration of
of materials and methods can help overcome the problems. Perhaps &
learning center set up in & school'a “teacher work room," with
conference plan sheets, exsmples of what other people have done,
suggestions for discussing touchy topics, snd other sppropriate
materiazl is all that is needed for a particular school.

Desjign sctivities. As with any teaching, there is some artistry
ipvoived in this step. Selecting, varying, and pacing activities ipvolves
an srtistic blendinrg of what you know about the group and about how people
learn, about the way ope activity leads into another snd sbout planning
Yepough," but nmot "too much." 4 few hints:

e Even with participants who know each other, a well-designed
opening activity can help set the stage for what is to
come. It can also help you get to know the mood of your
group, and allow for the srrival of sny latecomers.

® g5
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Openiug activities can help 8 group get scqusinted, relax,
get in the mood to learm, become familisr with the topic,
pose & pertinent problem, or achieve many other purposes.

e Plan at least ome activity thst csm be used or not used as
time alliows.

e Unless the imservice is very short, plsn for more than onme
method of learming. If pothing else, use "guided reflection”
to help teschers relate information to their own experiemnces.

e Kave the participants do something--mentally, physicelly,
emotionsliy, or socially. Practice is sppropriate if &
gkill is involved, but participsnts can &lso be actively
involved in scquiring kmowledge, adding to their experience,
modifving attitudes, or coaching others. -

e Don't be afrsid of some inspiration and motivation. All
‘people need to be imspired, imecluding--or perhaps especislliv--
school personnel.

@ Plsn a cleosing activity that helps people put imto sction
what they have learned. If what they are to do requires
specisl forms (such as planning forms for & parent-tescher
conference), make sure they leave with either & copy ready
to duplicate or & copy for each child and family in their
class.

e For ecch major objective or portiom of the inservice, we
suggest that you use § form that lists:

Objectives:
Msterials:
Procedures:
ggligggglgvglggtion:

Implegent gsctivities. Double check g1l plans, logistics, msterials.
Start on time. Be semsitive and responsive to the needs gnd interests of the
group, ready to lengthen, shortem, or change. Every group is & little
different; as leader, you will need to respond to people as they are on that
day. '

End on time. You*m#y have to .diplomatically cut short 2 discussion (say
you'll meet with people individually), but it's better to lesve them wanting
more thar to have them walk out.

Followup god evalustion. Remember there are many ways snd times to
evaluate, so don't slways have the last activity be "feedback.” In some
gsituations, that may spoil the tone of & carefully crafted motivational

inservice. Remember, there are many ways snd times to followup and evaluste.
<\‘.
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Description of Sources gnd Resources
Ve have included the following resources for your information:

1. Seven steps to & successful parent conference

2. Excerpts from Tescher—Pgreat Interactiops which gives
genersl informstion on planning 2@ conference

3. Sample parent form and teacher form for & school conference
4. Short "Do's" ané "Don'ts" Guidelines
5, ™men A Parent Thinks You're Wromg."
6. A list of other sources
Using these resources, other information you may have, and the steps outlined

sbove, you're ready to put together an inservice on "Improving Psrenmt-Teacher
Conferences.”
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Seven steps to a successful
parent conference

This scven-step conference planner should be prepared for each
student. Obviously, this is & fot of work . . . but it's work that
wili make a difference; You'll find the planning worth the ef-
fort, because when parents get the information they want and

need, you anl your school will get the supportl you need and
deserve.

Step One: Subject Areas/Topics

Write down the areas/topics you intend to cover in each conference.

Step Two: Major Objectives

What's the basic reason for this conference, anywav? What do you

hope to sccomplish? What do you need to communicate? What do
you want to communicate?

Step Three: Conference Plan

What steps can you foliow during the conference to ossure Lhat you
meet your major objeclivea? For example, what questions will you
ask, what points wili you make, what suggestions will you offer?
Will you allow time for parents to ask questions and make comments?

Step Four: Materials

What materials should be shared with parenis? Are they otganized
in & sequence that will complement your conference plan?

Step Five: Action Plan

flow can you wind up the conference with an action orientation?

What specific steps, if any, will you recommend? What ways can the
parents work with you to improve their child's education?

Step Six: Closure

Summarize what has been said during the conference. (Tell parents
sgain what you have siready told them.) End with a friendly thunks

to the parents. Teli them it's nice to work with puenu who are con-
cerned sbout their child.

Step Seven: Evaluation

Aflter the conference, ask yoyrself these questions:

o Was ! prepared?

e Did 1 have sn informal setting and insure privacy?

¢ Did [ use time well?

» Did I begin on a positive note?

» Did ! fisten attentively?

e Did [ encourage parents lo talk and offer suggestions?

¢ Did I plan with — not for — the parents?

e Did [ learn anything new that will help me teach the child?

Was 1 well enough informed about what's happening in my

school?

if the conference couid be repeated, what would | do dif-
ferentiy?

The Parent Conference Planner, Department of Communication/
Management Training. MaComb Intermediate School District

Mt. Clemmons, Michigan.
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Sample Parent Form for School Conference

Name of Child:

Parents:

Date: Grade:

Student Strengths Observed at Home by Parent:

Ttudent Needs Observed at Home by Parent:

Suggestions for Action: (jo be completed at time of conference)

Home Setting:

School Setting:

Pliease compiete form prior to scheduled conference. Bring to conference.

{Optional}

The Parent-Teacher Conference; Charles W. Edwards, College of Education, East
Tennessee State University.

Tennessee Department of Education materials.
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“, Sample Teacher Form for School Conference

Name: Date:

School: Grade:
Teacher:

Student Strengths Observed Dy leacher:

Student Needs Observed by Teacher:

6-, Suggestions for Action: (lo be completed at Time of conference)
Home Setting:

School Setting:

Teacher: Complete form prior to scheduled conference.

S The Parent-Teacher Conference; Charles W. Edwards, College oi Educition, East
! Tennessee State University.

. ‘-“ rennessee Department of Education materials.
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GUIDELINES TO PAKENT CONFERERCING

select ome or two ma jor goals for the conference.

be ou time.

be prepared in advance.

remember thst you're talking to snother adult snd not &8 child.
KISS - "Keep It éinple and Straight.”

watch body language and voice tone. |

provide support when appropriate.

sbandon and yell for help wher mecesssry.

share informstion with chil&.in advance when possible.

share some positive feedback with all parents.

keep informstion confidential.

give the parent plenty of time to share his/her perceptions.

provide for R & R following conferences.

Don't minimize the problem.

Don't use jargom.

Don't make promises that csn't be kept.

Don't be &frsid to interrupt.

Don't share personal experiences.

Don't ssy asything that you wouldn't want the child to know.

Don't argue.

Don‘'t take things personsily.

Don't cover too much information.

Do
I. Do
2. Do
3. Do
4. Do
5. Do
6. Do
7. Do
8. Do
8. Do
16. Do
11. Do
12. Do
13. Do
DON'T
1.
2.
3.
4,
5.
6.
7.
8.
9.
10.

[

Don't drag the conference out toc loung.

Ine previous numbered page in
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WHEN A PARENT THINKS YOU'RE WRGNG

Include the principal when you expect parents to be hostiie in any way.

Remain as calm and unemotional as possible. Again, your mood is contagious.
Talk softly.

Ask them to be seated.

Let them talk first and find out exactly what they are unhappy about.

8e open minded. Don't assume they are wrong.

When they are finished, give your side of the story.

If you were wrong, admit it. Don't try to defend an indefensible position.

The tcne tnat should prevail in such discussicns is one of teacher working

with parent for the good of the child, not teacher versus parent.

Usually the two of you will agree when all the facts are known.

When you don't agree remind the parent that even™When you don't agree, both
you and the parent are interested in doing what is best for the child.

Make certain the parents understand your position on the issue and won't be
surprised by any future action you take. If they are demanding something
you are not willing to do, be certain they understand this.

Don't expect that everyone will agree with you and be happy about the outcome
of the conference.

The Parent-Teacher Conferesnce; Charles W. Edwards, College of Education, gast

Tennessee State University.

Tennessee Department of Education materials.
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Teacher-Parent Conferences

£rowm | '
' Teachers and Parents: A Guide to Interactiom and Cooperation

Tescher—Psrent Confe es. Individusl conferences between teacher snd
parent permit maximum flexibility since most people communicate better
in person than in writing. Verbsl exchanges slso decresase the
possibilities of uiscoymunicatien since questions can be asked and
points clarified. In addition, they allow teachers to support their
comments sbout students with actual physical evidence {for example,
samples of students' work). The standard teacher-parent conference is
sp excellient method for informing parents of their chbild's progress,
but one requiring tonsiderable prepsration if it is to be successful.
Table 1-3 is s brief outline for helping teachers prepare for such &
conference, :

To help organize the conference, teachers should prepare an agenda
and give 8 copy to parects at the beginning of the conference or send
- ope home beforehand. (See Table I-4 for a sample sgenda.) Before
beginning a2 discussion of the child, teachers should review this agends
with parents, reminding them of the time limit agreed oum whern the
meeting was scheduled..

The sample agenda in Table 1-4 includes sli the information the
teacher plans to share with the parents. Samples of the child’s work
in each subject ares would also be provided, wheasever possidble. In .
communicating specific information about the child, teachers must be
s avare of the parents’' peeds; that is, they wmust listen to them
csrefully, ansver their questions, explain each point thoroughbly, and
ask for confirming feedback.

Caution 1: interpretation of test scores and the reports of
others. This can be & very delicate situation and should always be
bandled with the greatest care. First of e1l, lsbels derived from test
results (for example, "retarded,” "perceptually handicapped,” "“gifted,"
"learning disabled,” “emotionslly disturbed,” o. "artistically
creative”) seldom serve a useful function and should mot be
communicated to parents. In many cases, these lsbels result in altered
expectations, differential treatment, and at times, gross
discrimination. By law, this informstion can be supplied only by the
school psychologist or the school administrator. If parents already
koow these labels, however, they will undoubtedly want to discuss them
with the teacher. We advocate the use of behavioral descriptions for
this task.

Secondly, parents have g basic right to see &1l informsgtion in
their child's cumulative folder and to receive a2 clear explangtion of
its meaning and possible consequences. Before discussing with parents
materisls that could be potentially damaging, however, teachers should
‘confer with their principal or supervisor to ensure that they present
this information ip the wost appropriate manner.

VI1-151 174
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Finally, teschers must be very cautious in interpreting to parents
information collected by other professionais (psychologists, seocial
workers, sand nurses, for example). They should never trasnsmit this
information ss if it were their observation but report who actually
made the analysis.

Csution 2: explanation of schievement tests. Most teachers feel
very comfortable in giving parenmts the results of schievements tests;
however, few ensure that parents understand the meauning of these
scores. Orade equivalents, percentiles, and stanines make very little
sense to most parents, and when these results are used to evaluate the
effectiveness of one classroom versus another or one school district
versus suother, problems usually result. Psrents should understand

that the test scorve represents a child's standing in reference to the
£ est, that it is only one messure of sbilities,

and thst it only makes semse when compered with the child'y daily
performance in the classroom and in the home. The results from sny one
test should be handled very carefully since oftemn they do not truly
represent & child's ability. Daily observation in the classroom is
generally a far superior method for evalusting & student's abilities.

Csutiop 3: timing of conferences. Teacher—parent conferences are
most often scheduled for late sfternoom, often an impossible time for
both parents to sttend. As Buskin (1975) peinmts out, this results in
one parent's feeling isolated snd the other being burdened with the
responsibility of explaining the conference discussion to the absent
parent. When everything is going well, this can be & pleasant duty.
When there are problems, however, the presence of both parents greatly
increases the likelihood of finding & successful solution. Simce the
pvmbers of single-parent families and those im which both parents work
are growing, we sre very tempted to advocate that all teacher-parent
conferences and meetings be scheduled in the early evening.

Admittedly, having teschers work a fourteen-hour day is unrealistic.
Nevertheless, psrenting should be s partmership, and schools should do
everything possible to encourage the full participation of all parents,
we believe. Failing to do so will very likely result in an unsatis—
factory resolution of the child's difficulties.

Rutherford and Edgar, 1979, pp. %-12.

V1-152

s



TasLe 1-3: GQGuide for Basic Information Conference

et e L L — ———

Purpose:

To inform parents of their children's progress in
school.

Needs qf Teacher:

To ensure parents understand how their children are
doing.

. Needs of Parents:

To find out how their children are performing, what
they are learning, what activities they are engaged in,
and what their teacher is iike.

Preplattning by Teachc -

* Inform parents of purpose of meeting,

Agree on meeting time,

Coliect samples of the children's work.

Prepare materigls explaining tesching goals and

strategies,

 Schedule enough time for parents to ask ques-
tions and cxpress concerns.

Materials:

« Daily schedule of classroom activities.

Checklist of skill areas and notes on how children
are doing.

Samples of the children's work.

Test scores and reports from others on the chil-
dren,

Rutherford and Edgar, 1979, p. 10.
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Taste 1-4: Sample Agenda for Monday's Conference (4:15 P.M.-

4:45 P.M.)

— e
—

General Impression of Johnny

Alert, talkative, happy, and welldiked. A good reade

spelling.

w

r but needs work in

Academic Areas

Reading: Lippincoit book D-mid second fevel. Advanced reading group.

Good sounding-out skills. Great comprehension.
Arithmetic: Counts, writes numerals to 100, and understands addition and

subtraction facts.

/

Writing: Manuscript—all upper and lower case letters. Nice creative stories.
Spelling: Needs some help in phonetic spelling; suggest place in special help

group.
Art:  Good creative work.
Music: A leader with gusto.

Science; Likes to tell about his scollections.” Does he have bugs, spiders,

and rocks?

Test Scores (1Q, Lorge Thorndike, and group test):

Follows directions well.

Metropolitan Achievement Test: 28 on word attack skills, 2.9 on word
meaning, and 2.1 on arithmetic.

Goals
Reading: ‘To progress through beginning third
grade level; should be able to read on
own books like 4 Little Housc on the

Prairie.
Arithmetic: To add and subtract two-place
numbers
with renaming: 46 74

475 ~28
Time, money: ($1.00, $5.00, $10.00,
$25.00, $50.00, $100.00)
Fractions: ¥ % 4.
Writing: To write all cursive letters.
Spelling: To spell ail words on grade 3 test cor-
rectly.
Art: To become familiar with pottery techniques.
Music: To becomte familiar with all the instru-
ments of an orchestra.
Science: To become familiar with domestic and
wild animals.

Social Acuvities: To know the rules of group:

games.

Rutherford anéd Edgar, 1979, p. 1l.
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How

Reading group
Language master
Fifth grade tutor

Total group
Seat work

Total group
Special help group

Art teacher
Music teacher

Experiments
Group discussicn
Playground

Free time
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Section VIIX

. ‘ Especislly for Support aud Service Perscunel

Everyone knows who is the wmost influentisl public relations persom a
school hires: the school secretary. The way the iecretary answers the
telephone, meets and greets parents, fields questions, attends to or
ignores people standing at the desk, smiles or glares often creates a
parent's first impression of school. Other support amd service
personnel--bus drivers, custodisns, food service workers, and aides—-are also
an imp.- = - part of a total school’c communication to the home. This fact is
impediately obvious to anyone working im or served by & school. Yet, in a
recent survey of a rendom sample of servic: persomnel in the Ap§alachian
Region, only 7 percent of those responding had received any training related
to working with parents. Nearly 35 percent of the respondents indicated they

‘ID were interested in such training; 42 percemt were mot; and 23 percent did not
; respond to the question; Parent-related topics they were interested in were
public relations (26%), paremt-child interaction (242), discipline (18%), and
é autrition (14%). Most (almost 80%) of these same people reported that they
co. wnica*e with parents on & regular basis about such topicr as disciplime,
lunches, illmess, scbocl work, school activities, bus routes, and safety

; (Spriggs, 1983). Fifty-eight percent (58%) felt these talks were helpful to

P I

parents becstse as & result parents were better informed and understood a
situation better. Support and sérvice personnel also thought the talks
improved communication between the home and school. They reporied that their
g intersction. with parents helped them understand the students and their

perents better.

@ -
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It is clear that support and service persomnel influence snd are a8 part
of & school’s relatiomship with the home. Consequently, they should receive

some help in carrying out that aspect of their job.

Guides for Staff Development

Although there are thoussands of service and support personnel in schools

throughout the United States, there is very'little-research to tell us how to

provide staff development on schocl-home relations snd compunications., The

recommendat ions we are making have been inferred from AEL's survey data from

what little information we found in the literature, and extemsive discussious

with schiol sdministrators and staff developers who work with service

personnel. Sound principles of adult education-~including wotivation

. techniques--sre included 88 approvriate.

Administrators set the expectatioms. An important method of stsff

development for service personnel is establishing high expectstions and

modeling appropriste behavior. Administrators should begin this in the hiring

process. During the ipitigl interview, ask questions such as, "In what ways

do you see yourself involved in school-community relations?” and "What could

you do to help school-family communication?” The administrator's expectations

concerning thst person’s role and behavior as it impaéts school~family
communications should be made clear and specific before the person is hired.
The administrator and other certified staff should also medel respect,
cordiality, friendliness, and diplomscy so that service personnel are
constanti§ reminded of sppropriate behavior.

That works for new hires, but most support and service personnel

have been in the school system for a long time. Over haif the respondents

VII-2
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to AEL's survey had beer eaployed in that district seven or more years. If
service personnel peed reminding or retraining in school-home-community
relations, what should the school do? ;

Determine specific geeds‘ggd conduct stsff development sctivities to
meet those peeds. Use the needs assessment planning process outlined im
Section III or in other rescurces to develop é program that teackes people
wvhat they need to know. Rewmember that 20: our purposes & "need" is defined as
s mismatch between "what is" and "what is preferred” (Shively, 1982; lentz,
1883). 1In the case of support and service persomnel, "what is preferred" in
terms of their role in school-family relations is usuaslly unspecified. Their
training is usually job-relsted (Spriggs, 1983). Moreover, schools and school
administrators may be less than clear on “what is preferred.” Some bard
thinking and setting of priorities may be in order. Im other words, the first
step in staff development may not be with service personnel at all, but with
parents, administrators, policy and advisory boards, and rommunity peopl. to
obtain comsensus on "what is preferred." This could be dome at the same time
priorities are set for certified school persommel. AEL has guides for the way
schools can conduct needs assessments to establish those priorities and
determine the discrepancies between what is and what should be. See Appendix
D for & summary of the process and how to obtain complete information.

To get "what is"™ and "what is preferred” informstion from support and
service personnel, a8 well as considerable insight into sources of problems

and barriers, you masy want to use a8 variety of messures, such g5 & small group

discussion or "on the job"™ observation, rsther than written surveys. COne

__traiper experienced in teaching human relstions skills to the drivers said she

got much of her information from a regulsr ten-minute “open discussiom” at the

VII-3
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beginning of each staff development period. She could determime recurrent
themes, nonproductive attitudes, and counterproductive rules laid down by the ‘
central office. Traiming cannot overcome bekavior mandated by & supervisor!
Once needs have been identified, the rest of the planning process cam
proceed. Good staff development is effective with 8ll people, so use the
principles in Sectiom IITI to guide planming and implementation.

Only a few genersl topics apply to _all school persomnel. The broad

topics that apply to all school persomnel--professional, paraprofessional,
support and service;;are:

A, Humsn Relations and School Climate

B. Working as & Team

C. Msintaining Confidentiality and School Ethics

D. Appropriateness of the Topics Discussed with Parents
A. Hupan Relations:

Some training ir human relsations could be dope with the entire staff,
especially to share schoolwide exzpectations of employees. For example, the
Ten Commandments sf Human Relations could be distributed, discussed, and
posted where all staff can see them. People car help gach other keep the

commandments.

Ten Commandments of Human Relations

1. Spesk to people. There is mothing as nice a&s a
cheerful word of greeting.

2. Smile at people. It takes 72 muscles to frownm,
only 14 to smile.

3. Call people by name. The sweetest music to anyone's
ears is the sound of his or her own name.

VIi-4

PTO PPSPRSUR P
e e e e o e vt e ama mn e asvem bt e e v eEe e med Jrogen e - . . (e e At N ‘




4, Be friendly and helpful.

S. Be cordiazl. Speak and act.as if everything you do
were & genu.ne plessure.

6. Be genuinely interested in people. You camn like
everyone if you try.

7. Be generous with praise——cautious with criticism.

8. Be considerste with the feelings of others. It will
be appreciated.

9. Be thoughtful of the opinion of others. There
are three sides to a controversy--yours, the other
fellow's, snd the right omne. '

10. Be slert to give service. What counts most in
1ife is what we do for others.

Much of the "affective” and buman relations training that schools do can
be adapted for all school persomnel.
B. Build Team Spirit:

The entire utaff, led by the administrator, cam build snd maintsin a team
spirit to suppert esch other. Support and service personnel need to kmow they
are a part of the total school program-—imcluding school~family relstions—-—and
that they are valued, apprecisted, and depended on. Some of this ciﬁ be done
indirectly. Include them in parties and birthday celebratioms; acknowledge
their contribuzions in school pewsletters; include them by name in the school
handbook; and recognize specific praisewortby behsvior both orally and in
writing.

Often parents and children do not know the names of specialists, support,
and service personnel. Imclude them in the school handbook to help everyome.
An exsmple of the way one séhool did this is on the next page. The half page

goes opposite the listing of tgaching and sdministrstive staff.
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Clezical Staff
Miss Shirley Martin
Nrs. Boonie Johknaton

Mr. Alfred Locks Mrs, Eelen Sacley Kra. Wsnda MNace
Sustodis] Sxaff lunchroon S0aff didss
Hr, Xichael Matske Nrs. Lenznie Cody Hr. Tom Vields
Kr. Lou Jesso ¥rs. Jessie Kelly
. ¥r. Bod Smith

Mrs. Dolores Tefo
¥rs, Sarbars Wiech
Ms. Jo Radell

¥iss Vera Earmes

Wyzse *Socisl Worker *Speech
Mrs. Bonnie Ceperley Xrs. Marlepe Gibson Miss Annette 3ach

Wednesday & Friday Tuesday & Priday Nonday P.K.

*Part~time staff

W o4 $
observe st any tige. If you want s conference with your child's teacher,
call the office to make st appointment. The mumber is 4£34-2122 oy
#34-2123,

Introduce gll stsff st open houses or "Back-to-School™ night, and
acknowledge their specisl comtributions. One school secretary, asked b,
& couple of strangers how to find a specific room in a rather confusing
building, simply took them. Along the way, she pointed out the interesting
and educationally sound sctivities that were goimg cn. The strangers
turned out to be local television repoxters scouting & good story. They
got it! Lets hope the secretsry alsc got a letter of commendation--or at
least ¢ note of appreciation in her box,

Parent-tegcher organizatioms, student councils, and cther groups can also

show appreciation of service personmnel to help create & cohesive group
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working toward the same goals——which include good home-school relstions as
an integral psart of school operations..

One large school district recently named a new school building after s
custodian who had been with the system 46 years——starting im high school as s
“sweeper," and advancing to i*s#pervisor's position in Persomne! Services. Inm
accepting the homor, the custodisn said, "I'm happy that I was picked to
represent sll those backup pecple within fhe school system--the clerks, the
secretaries, the cocks, the bus drivers, the custodians, the §eople who help
the schools run. These are the people who register the kids, feed the kids,
fix up the building when somet'™ing break§ down. Io the past they've
recognized teachers, principals, snd school board presidents. I'm glad that
finally they're recognizing the rest of us, too" (Bingham, 1984, p. A-2). VNo
one could have better expressed the importance of all the team.

Special training in school-home communications is amother way to
recognize the inpor;aﬁce of all school personnel in maintsining productive
relations with families. Administrators and teachers should keep service
per sonnel informed of all notices, specisl events, or changes that might
affect tuem. If some psrents are coming for lunch, let the lunchroom staff
know! If a parent organization has special needs for night meetings, lét the
custodian know. These comﬁunications positively influence the way staff
communicate with perents. Administrators should attend at least some of the
inservice training for each group. The presence of & persom in &n
edministrative position at a staff development meeting for service personnel
gives that meetin, the status and credibility it can get in no other way.

C. Maintgir Confidentislity and School Ethics:
"Don't tell tales out of school™ applies to gll people working in the

school setting. AEL's research shows that service and support personnel talk
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regularly with parents. éome of this conversation may be informsal and in
settings outside of the school, such as occurs in smsll towns or rursl . ¥
communities where everybody kmows everybody, creating the "support petwork"
characteristic of ~uch communities. But whether in or out of the scthI
getting, everyone working in a schocl needs to know that they have privileged
information. They needé to know that»information sbout certsin incidents and
situations does not leave the school beilding. Anycne working in a school
learns much about children, families, and the other staff. Frequently what
they know is omly part of the tot#l picture, and a lot of damsge can be done
by idie gossip or discussiom. All school people need to be reminded of
professional ethics.

Hypothetical examples specifi§ to the various positions people hold will
help mske sbstract concepts such as "confidentiality,"” "privileged
information,"” "discretion,” and "privacy" real and applicable to the everyday

ecisions they mske.
D. Appropriateness of Topics to iscuss With Parents:

Support and service personnel reported that they talked with parents
about schocl work, discipline, and school sctivities, as well as topics
specifically related to their service area, such as lunches and bus safety.
It may be that service personnel need training in what is appropriate to
discuss, and what they do if a parent brings up homework, grades, discipline
problems, and other concerns specific to individual children and families.
Service personpel may need coaching in how to diplomatically
refer a parent to the teacher or principal, as well as kuowing when to de
so. They should know how & parent cam countact the school, and know what
topics are "off-limits” to discuss. Make examples specific to tl

gituation the person is likely to be caught in. For example, what is an ilb
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side to say if a parent asks "How is Shawn reglly doing?" What is the
custodian to say if an old friend asks, "What really hs?pened in that fight
out on the playground? My kid ssys one“thing and the primcipal ssys something
else?”
Trainin cifi ciglized 8
Most staff development fbr support and service personnel should be

specific to their particular aress. Locsl administrators cam do much to set
expectations' by meeting separately witb each group at the beginning of each
year. While this technique can be likened to "preventive" staff development,
it may be wore effective tham “picking up the pieces.”

We have not prepared exXamples of imservice training sessions as wve
did for teachers and prinmcipals. Rather, we are making recommendations and
suggestions to guide the development of training sessioms to meet locally

identified needs sud situations.

The driver of s smsll van that bounces along & gravel road to deliver temn
children to farms spread out over 15 or 20 miles has a different relationship
to the school and families than the employée of a company that has g contract
with the school to trsmsport 60 children per bus through heavyscity traffic.
Their training needs may be quite differemt. In many communities, bus drivers
have more contsct and communicstion with parents than any other school person.
In some schools, lunch momey and lunch tickets are handled by the
teachers; ir others, by the lunch manager in the school., If food service
personnel are desling directly with parents and children om free or reduced~
paywent lunches, forgotten or lost lunch money or tickets, they'll need many

skills in diplomacy snd judgment. If & school is beginning s program of
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inviting parents to lumch or breskfast on & given day, food service peréonnel
may need belp in plsmning how to handle these extra people so that everyomne .
remains gracious and welcoming.

Much training should be situation-specific. Highly educated teachers
have difficulty transferring genmeral information to their classroom situation
(Bruce & Showers, 1983). Planners of staff development for service personnel
must make gemeral principles as specific, comecrete, and directly applicable to
a person's job situation as possible.

Oﬁe vay to help do this is to take over another's duties or work along
with the other staff people for a day. Some high-level executives and elected
officials make it a regular practice to anonymously take the position of their
employees or comstituents for & day. Since most staff development planners
have come up through the ranks of teachers, they uight gaim valuable insights
by stepping into another job to find out what it is reslly like.

8 wid i raini chniques. Because of the small number
of custodians, seCtetsrieé, bus drivers, and other support staff in any ore
buiiding or area, training may need to be somewhat different from that of
certified personnel., Scme staff development can be individuslized. For
example, one effective administrator watches for local offerings on telephone
skills and public relations for secretaries, such as those sponsored by l1ocal
businesses or management semimsrs. Another individualized techmique is to
arrange for a staff member to visit and work with a colleague in another
school who can model and demonstrate the desired human relatioms attitudes and
gskills, Support and service staff like to get out of the building to see what
other people in similar positions are doing. This provides valuable learning

opportunities, in the same way that teachers learn from a vigitation day or

conference. .
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c s gnd 81 d specific. "Always smile and say
'hello' to people coming into the building" msy have more impact than long
discussions about human relations.

Coach the night custodians (and others) to ask "May I help you?™ “Refer
parents to the teacher or principal when they ask about school discipline or
grades"” is a simple policy which is clear.

Téach service personnel how to talk with &nd guide children
constructively. Bus drivers, for exsmpie, often have charge of as many
children as & classroom teacher. Drivers need to be able to talk and
discipline children in a way that is effective but not harsh. A communication

to the children is one to the bome, slso.

Remember that support and service personnel in some copmunities mpy be

gyiogs. If there are
cultursl, ethmic, or language differences, support and service personnel may
help nsrfow those differences. They may know what parents and the community
are thinking snd feeling long before teachers and sdminmistrators do. Solicit
their insights and perceptions. Sometimes they are short on traiming but long

on wisdom. Staff development can supply training to complement the wisdom.
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Section VIII

‘ Especially for Families

Most hom&-schoéi communications are about an individual child's progress
iz school or géne;ai information about policies, dstes, people, and 0thér
school matters. But families need and ere interested in other~kinds of |
information, education, and involvement &s well.

If there is anything that we have learaed about school~home relatiofs, it
is that there are many ways for schools and homes to cooperate, and chat mo i
one way is "superior." They accomplish different purposes. Almost always
schools, families, and children benefit.

All aspects of family functioning influence children's performance in
school. Death, drugs, abuse, unemployment, poverty, and bunger can cripple
even the best teachers' and schools' efforts. Other more subtle faé%ﬁ:s-also

‘I’ influeace family effectiveness: Is the household at least moderately

well-organized? Do parents kanow how to provide for their child's development

|

and safety? Talk and play with the child? Get the TV off so older children
;an gtudy ané . -uger ones get to bed? Know how to use available community
resources, incluaing the school, to stremgthen snd enrich family 1ife and
their child's education and deQelopment?

| Some families--frequently thosc whose children do well in school--seem to
do these things "maturally." But many others do not. Some families havé
épecial needs——handicapped children or & traumatic change in family structure

following death, divorce, or remarrisge. Families caught‘in a cycle of lew

'

educational achievement and poverty also bave special needs in relstion to the
' /

school {Gotts, 1984).




In this section sre ideas snd resources sppropriate for schools to use to

help families function more effectively. Some.are related digectly to
children's performance inm school, such as suggestions for Yrote bags" to help
yoyngsters organize their school work and personal belongings. Others are
indirect, such as meking svailable brochures, booklets, and sources of
information on sll aspects of family life in g "Fsmily Informstion Cemter" or

"Parent Resdurce Room.” We give samples, sources, and suggestions for use.

' F-—

As 8 continustion of our approach throughout this Resource Notebook, we
urge you to contimue to revise as new material becomg% availsble, sources
become obsolete, and as local strengths and needs indicate.

We are not suggesting thst schools become all things to the family.

Rather, we sre suggesting that in their communicatioms with families, schools

can do much t¢ stresgthes them. A narrow focus on the family grnly in relgtion

to Shawn's arithmetic and Keri's spelling demies reality.
Many of the activities we suggest can be organized and implemented by 2

volunteer committee of parents and achool staff. Such a process has been

carried out and documented by the Specisl Needs Families Project at AEL (Snow,

_1984), Details of the process and the results are availsble on request. The

Special Needs Families Project has also compiled much information on Psrent

Resource Centers, some of which is included here. More is available from AEL.

Some of these activities can be implemented by an sctive parent-teacher

organization or paremt-advisory council. An energetic media specislist, medis

aide, home economics or 4-E group could organize and magintain & parent
regsource center. As far as that goes, an individugl teacher cam do much; =&
team e§en more. Some of the ideas would make good parent worksiops; others
#re”appropzi&:e to include inm school newsletters. All are "Especially for

Families.” ‘
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Newsletters snd Newsbriefs

Newsletters are one of the most effective and widely used forms of
communicatic- from school to home (Gotts, 1984). Usually, newsletters and
newsbriefs «. .entrate on school-related news, notices, and gemeral
information. wever, many schools include festures that speak directly to
psrents and fsmilies and suggest bow families might help with homework, draw
attention to special television shows or community events coming up (meke sure
the newsletters will srrive before the date passesi), or bighlight community
resources such as a museum, computer fair, sports events, music festival, or
children's thester. Put such information in & feature or column “Especially
£0 Familiee," have it in a consistent place every time, and you'll have
readers. Make the items specific to the age group you are concerned with.
Story hour st the library or bookmobile might be of interest to 8 few parents
of middle schocl children, but very few! S#eak to the needs and interests of

‘ 2
the families you are dealinmg with. Include such items &s:

e Timely reprimts fron newspspers, magszines, brochures, or

other information. Be sure to ask permissiom and give credit!
The PTA magazine frequently carries shurt srticles directed to
parents. We have included examples of suitable short features
vhich you may reprint. There are more everywhere, &s
education, parents, snd children receive much nationsl and
local news coverage. Consider ssking ome of your own staff

to write the feature, It will bave special mesning.

e Local events, festivals, fairs, and other sctivities
appropriste for families to attend may spark some of the home

. "field trips" that both stremgthen the family and help
children in school.

e Consider including selected information sbout community
resources that familiec might turp to if they need special
help, such as immunization clinics, heaith screenings, drug
apd alcohol support groups, pareant education classes and
workshops, adult brsic education, personal and family time

management and organization, budgeting and food preparation,
stress management, or family heslth and exercise programs.
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Formal and informal needs assessments—-snd & good knowledge of and
sensitivity to the families in your community——often show topics or areas of
concern that schools cannot address. If other commumity agencies do offer
such services, schools can help those organizations reach the people who would
benefit. Everyone wins! Check board policy on what can be included.
Otferings by non-profit organizations should be appropriate.

0f course, many large districts offer extemsive adult education classes
that strengthen individual and family ability to manage their lives. Sometimes
the complete lieting is in a district-wide community newsletter and can be
overwhelming., Pick cut some of special interest to the families you work with
and higblight them in 8 building newsletter or classroom newsbrief. Be sure
to include information on cost nnd where and how they get signed up. Don't

assume that "everyome" knows.

Ex les short articles and features "Especially for Families". AEL

has obtained relesses for you to reproduce any of thege articles and has put
them on & separate page to make that reproduction easy. We do ask that you
include the credits as a courtesy. Some are directly related to school-family
concurns; others sre indirect. Pick and choose the omes that meet the needs
and interests of the families in your community. If you don't have 8
newsletter, post them om s bulietin board, reproduce them a&s flyers for the

parent resource ceanter, or on the back of the school or class calendar.

184
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Bow to Work With a School

by Oralie McAfee
Professor of Education
Metropolitan State College
Deaver, Colorado

For most children, the end of summer signifies « nes school and mew
teacher, whether it's nursery school, a child-care center, elementary,
middle or high school. The wise parent will get to kmow that school &md
that ¢hild's teachers, so school and home can work together.

"But bowi" you ssk. You're busy, the teachers are busy, and you
aren't sure that sch- 1s really want paremts sround, anyway.

Not so. Most schools seek closer cooperation with homes, especially
in this time of tight budgets and increased expectations. Schoel
administrators, teachers snd secretaries suggest the following “sointers
for psrents" who wan' better communicationm:

s Get acquainted with people in the school early in the
year. Don't wait for a problem to srise.

e If possible, visit the school. That will help you know
more about the way the school is organized, the way the
rooms &re arranged snd the children grouped.

It helps to know where your child will be sad the kind
of organization he or she will be in.

If you can't visit, use the telephone to introduce
yousself to the secretary, teacher and principsl. Most
schools have certain hours when teachers can be reached
by telephonme. Post the school's number in & handy place
so you don't have to look it up every time.

Find out whether teachers and administrstors want you
to make an appointment or just drop by. If you mske an
sppointment, but sure to keep it.

e Have a friendly tome in your voice, a sincere smile and
something positive to say, even if it is followed by
something not so positive., If you sre confident and
supportive, other people are likely to react the same
wvay.

¢ Remember that teachers, primcipals, and other school
people are human. Tresat them as individuals, not as
stereotypes. For example, learn and use tbeir names.

¢ Support the school's effort to keep parents informed and

involved. Read and keep in & convenient place information
from the school, such as the school calendar, handbook
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and notices. If s respomse is asked for, respond. GCo
to parent-teacher conferences, open houses and meetings.
Many schools recogmize that parents work away from home
during the day and schedule conferences and meetings

at times today's parents can azttend. If your school
doesn't, request it.

Try to take care of & problem of concern closest to its
source. Talk to the tescher first, them the priamcipal.
If you sre not satisfied with these responses, find out
who you should see or what you should do next. Most
districts have procedures for you to follow.

Call or go to school looking for solutions, mot somecne
to blame. If you are really upset &t your child, the
teacher or the school, take time to cool down before
doing or sayimg snything. Think and talk about problems
and solutions, not personslities. Try to see the whole
picture before placing blsme or respomsibility on
anyone. N

Be sure to keep the school up to date on your telephone
number, work or address changes and how to reach you in
an emergency.

If something happens at home that might influence the
way your child acts at school, let the tescher know.
Maybe someome is in the hospital or has lost & job or
there is 8 divorce. Children worry about those things,
and teachers wil]l be more understanding if they know.

Get to know your older children's schools, too. Pgrents
often shov @ lot of interest im what their first-grader
does, but léave their sdolescent's schooling strictly up
to them., Teen-sgers might not want Mom or Dad visiting
class, but you and they need to work closely with the
sctool on college and csreer requirements and on their
academic progress.

Get to know cther psrents in the school. Working
together, you car help stremgtben and preserve the many
excellent things schools are doing «ad let teachers,
principals and school boards kmow that you appreciate
and value that excellence.

o6

,/ VIII-6

et e o e e £oees A3 A A8 AR A AL, et e i a0 5 e BEARL S A8 I P = AT AT SR AL Rt *x g AR e




How to talk ¢ & teacher

by George S. Morrisois,
Professor of Education,
Fioricda intamationa! University

RY
Mrs. Gitbert has just come home after
s busy day at work. As she sits down to
reiax for & minuts before Ppreparing
dinner, the phone rings.

“Hello, Mrs., Gilbert? This is Mary
Logan. Tommie's teacher. V'd like to
discuss a fow things with you. Nave 2
minute?”

Panic: “Ch, no, what has he done
now? What am i going to say?” thinks
Mrs. Gilbert,

Meanwhile, across town, Juan Garcia
has sat down tc dinner. He ssks his
children, “How did things go at school
teday?” Mis inguiry is greeted with
mumoied assurances of “OK..."”

His youngest dsughter. Ans, sud
deniy seys, “Oh, Fapa, | forgot {o tell
you. ! have a note from my teacher; she
wants to have a2 conferancs with you ar
Mommie.” Mr. Garcia gets a knot in his
stomach. “A confersnce? What for?
What about?" Ana shrugs her shoulders
and repiies, "l don't know.”

These scenes of uncertainty about
parent-teacher communication are not
uncommon. Parents are faced with the
need to taik to their chiidren's taachers
but den't know wnat 10 say or how to
say it.

This insecurity cuts across cultures
snd sociosconomic lines but is prob-
atly most common in parents who
have iittie contact with schoois or feel
alisnated from them.

Parents who have been rebutfed or
troated unfairly in previous attempts in
taiking with teachers are not iikeiy to
grest enthusiasticaliy an invitation to
come fo schoot for a conference. But
sv8n parents without such experiencss
may {eel tension.

The foilowing guidsiines sre designad
to heip relieve anxiety snd Improve
communication with feachers,

s Deveiog intersst and inveivement
in your child's school, programs, activ-
ities, ang curricufum,

Respansibiiity for being interested
in the school, classroom sctiviiies. and
program of studies comes with being a
parsnt. When children know their
parants ars interested, they are moti-
vated to do iheir best. Aisc, when
parenis are interested in their children’s
ciasses, they Reve something to taik
sbout with their children and their
chiidren's teschers. Finaily, leachers
are sttentive snd responsive {0 parenis
who show &n interest in their children,

1 Don®t think you are wasling &
tsacher's time. instead, act as though
you expect teachers to Give you the
time nesded to answer guestions and
to deveiop a program so your childran
can succeed,

Somaetimes parents are afraid they
are “hothering” the tescher when they
ssk for help. But many teachers wei-
como the chancs to taik sbout how to
improve the teaching-iesming process
and parsnt-tescher reiationships.

2 /nitiate communicstion  with
teachers snd schoof administrators.
The beginning of this article dsscribad
parents who waited for teachers 10 get
in touch with them. Many parents
assume that if they don't hear from the
teacher, everytiing is all right, but this
may not be the csse. Parents shouid
take the initiative and taik with teachers
befcre it is necsssary ior toachers to
taik to tham.

Some teachers may neves contact
the oarents. Or when they do, it may be
too late ‘o heip the child. A problem
can be handiad bast in its sarly stages.
Unfortunately, parents are usuasily con-
tacted when: & bahavior problem has
become sericus or the jack of achieve-
maent is iskding to grade faiiure.

Psrents shouid contact teachers 2
few weeks after school has started and
immediately atter svery grading period.

Make sn appointment to visit the
teacher rather than just showing up at
school. if you have difficulty getting
conference with a teachsr, don’
hesitats o get heip from the school
administration. A principal can work
wonders in clearing up obstscles that
may be preventing 2 parent from get:
ting to see a tezscher.

s Communicate with leachers cn &
regular basis and in a variety of ways.

You can v its notes ormake a p'
cail Sorse parents invite the teac! v &
their tomes for dinner of del -«
others inciude teachers in ¢ family or
neighoorhoed barbecue.

Out-of-schosi encounters Dbenefit
teschers as wsil ss parents. They
ensbie teachers to talk with parents
iess formaily. Sharing informssion
ensbies them to understand children in
the tots! family situstion, not jusi as
students in schoel.

Don't be concerned about whether
other parents ars doing the same
things to communicate with tsachers.

3 Develiop a pian before taiking with
teachers. Develcp a pian 0 you don't
forget important points and idess.
Make 8 list that inciudes Questions
reiating to what is being Studied,
homework, ciassroom  interests,
schisvament, and other topics abou!
your chiid's progress.

When you want to discuss your chil-
dren's work and schisvement, tske
sampie papers siong. You can include
sctivities and work done at home ss
wel! 2s at schocl. Work samples give
parents and teachers a basis for talking
about a chiid's abilities and c3n heip
resoive misconceptions that may exist
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2s to what can and shouid be lesrned.

3 Make Contscts with schoof and
tescher & positive sxperience,

Start with a gositive attituds. Don’t
go to schoci sxpecting trouble or a
confrontation. Rather, ex26¢t 10 help
snd he helped. Negative attitudes have
g way of clouding issuss and intertering
with the cooperative process of parent
and teacher working together for the
common good of chifdren.

s When your child has & probiem.
get heip from teachers, admunistiators,
and specisiists.

Scmetimes tsachers make parents
feei as though the solution to a chiid's
lssming or behavior protlem is solely
the parent’s probism. Teschers may
say ‘he child's achisvement or behav-
lor probiems are Caused by 100 much
TV, & poor attitude toward school,
child-rearing patiems, dist, etc. These
factors may or may not contributs to
the problem. Parents shouid encoursge
teachers to focus on haiping them and
their children by asking such questions
a8, “Now do you suggest we begin?”
“ Jhat are you Going to do about it?”

Teachers shouid assume & major
rofe in haiping deveiop 8 program that
wiil lead to enhanced leaming and
behavior. Ask teschers to refer you to
other school and community agencios
snd services for help In deveioping
solutions if s probism is beyond their
ability to help. Many community agen-
cies can provide specialized services
froe or at 3 nominasi fes.

2 Trest teachers &s consultants.
Teachsrs have knowiedge and ideas
that can heip you and your children.
They are trained in ecucation methods.
ieaming theories, behavior manage
ment, and child deveiopment. They
don't have ail the answers to your chil-
dresi's probiems, dut their backgrounad
&nc sxperignces make them expernts in
many areas. Guestions such as, “Co
you feei this behavior is sbnorma! for
this grads and age level?” and “How
do you suggest | handie this?"* ensbie
you to take advantage of the tescher's
knowledge.

if you snticipate a potentiai probiem,
ask for suggsestions about how to han-
die it. For exampie, the desth of 2
grandparent, parant, or sibling may be
ciose at hand. Asking the teacher for
acvics about how to handie this situs-
tion aiso alerts the teacher to 2 poten-
tiai probiem.

3 Foliow up on ail communicaticns
and visits. Parents need to follow
through on contacts they have with
tesachers and to foliow up afterwards.
Teachers get discouraged when they
make sficrts to heip parents and never
hear anything about the resuits.

Following these guideiines will in-
cresse your chancss of successiul
teacher-parent interactions. Children
will benefit as & resuit, and that is the
real purpose of educstion.

Dr. Mortison is professor of education
and director of the Center for Family
and Psrent Studies, Florids Intér
nationaf University.

pta today, October 1982
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BELPING YOUR CEILD WITH STUDY SKILLS*

e Do not ask questions that call for yes/no amswers, especially if
asked accusingly. Instead, pose questions requiring explacations
that not only keep you posted but slsc belp your student say bow
he or she will complete an sssignment. Por instance, don't ask,
"Dido't you have s chapter to read in Social Studies?" Instead,
ask, “How do you plan to read and study that chapter im Socicl
Studies?"

® Know your son's or daughter's schedule of classes. Then you
will be better able to ask specific questions on content,
assiguments and study technigues.

° Help provide a regular, well-equipped place for study that is
free of interruptions. Some types of music do help ‘
concentrastion, Chores, phone calls, and drop-im visitors should
not occur during study time.

® Learn about and help your son or daughter practice good time
msnagement. It is not the amotwt of time but the quality of
tize used that produces effective results, Students schieve
quality use of time by understanding assignments, having s plan
, to complete them efficiently by blocking tiume periods for
- studying snd completing specific assignments, and by doing
. : important things first.

e . Discuss specific study techniques your child uses in reading
sssignments and coumpleting bomework. Some skills, such as
scanning for key words, apply to many subject areas, but
piotting information in word problems in math may be 2 singie
subject srea skill. Find out what the teacher is suggesting snd
use those spprosches.

° Have your student demonstrate the way he or she takes motes in
different subject sress, how he prepares for various kinds of
tests, and how she plans her time and uses different skills in
long~term sssignments. You may be able to mshe some suggestions
for improveuent.

s Once vour son or daughter has identified a study problem, work
with your student in arriving at a soluticn. Some schools bave
study skills booklets, or there are commercial study skills
books you may wish to explore. Ask your school.

® Good study skills should become hsbits. They take time to learn
ané master, as do learning to swim or to type. After your child
has masterad the skills, he/she can apply them unstursily to save
; time and to be more successful, Be sure to praise your son or
- daughter vhen they use good study habits.

*Adspted and used courtesy of Dr. Charies Mclzin, Jefferson Counmty
Schools, Colorado.
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TWENTY TIPS FOR TAMING —AND TRACEING WITE--TV
compiled by Oralie McAfee

Tep Tips for Taming

Put TV in an out-of-the-way place.

Eave interesting things to do tbat are more attractive than the
television show.

Be & good model. Limit your own TV watchicg.
Discuss shows and commercisls with your ch-ldren.

Agree with your children on the amount of tioe they will watch per day,
tken let them choose from selected shows the ones they want to watch.

Explain to them why you don't want them to watch teoo muck or why you
don't want them to watch certain shows. N

Be firm in sticking by your decisioms, but dom't argue.
Don't use "all right, just for that you can't watch TV" ss punishment.

Select specific good shows to watch. Turm on IV to watch them, then
turn it off. Don't leave it on ss background.

Prsise children when they are involved im activities other than
watching television.

Te ins for Te in

Select programs carefully.
Watch and talk about them with your child and the whole family.
Watch and support your local educational television station.

Prepare for and follcw-up interesting programs with related books,
articles, and activities.

Talk about and help children separate make-believe and real life.
Talk sbout different ways TV chsrscters could solve their problems,
Use TV to help children learn letters, numbers, and words.

Compare the newspsper report of a specific news event with the
television report.

Compare the news stories with real life.
Relate television shows to what the children are studying-~geography,

bistory, socisl studies, science, iiterafure and so en.
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Building snd Nsintaining Children's Pbysical Fitness

by Fraocis Wardle

The slim, athletic looking womsn holds a drink to ber 1ips amd
advertises s diet cola. A healthy young sportsman pushes an exercise

progranm.

We are encouraged to run in a msrsathon, joim & health club, and

ride s bike. Exercise books are top sellers. This country is physical
fitness crazy. _

Or is it?

When it comes to our children, experts say "No." Research shows our
children are in poorer physical health than children from past generations,
snd children living in other countries. And these experts are worried.
Ironically, as we have increased our concern for physical fitness for
sdults, our children's physical welfare has declined., Why?

~ Reasons seem to include lots of television watching, reduction of
physical education programs in schools and dey-care centers because of the
stress on providing basic subjects, working jarents who come home too
exhausted to provide physical activities for their children, and the
current adult craze for physical fitness. Yes, we impericans take trends so
seriously that many adults who sre actively involved in keeping their bodies

in shape

have less time to spend with their children.

There are steps parents can tske to sssure their childrens' physical

healith:

Recognize that proper physical development is as important
as proper imtellectusl, emotional, and social development.

When you exercise, include the kids, Jog with them,
cycle with them, walk with them, hike and swix with them.
Choose & heslth club that encourages participationm of
children and provides for physical sctivities for
children of all ages.

Demand thst progrsms your children attend--day care, school,
after school care, etc.~—-provide regular quality physical
education experiences for a1l childrea.

Take children to playgrounds on a regular basis, or build
one im your backysrd.

Make physical activity a regulsr £amily ezperiemce. Hike,
cycle, svim, canoe, daunce, and climb. At the same time,
limit the time your childrem watch TV. This is only
effective if the children have alternative scc:vities to
pursue,
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: e Ricking s ball in the backysrd, playing tag. putting up a
volleyball net, and throwing s ball back and forth are clore N
family sctivities that parents can do with their children, . i
especially during Colorado's cool summer evenings. h

e Use community zesources. Commupity centers offer gymmastics,
dance ciasses, snd sports sctivities for 31l -sges. There are
soccer tesms, little league, etc. Pellet and folk dsmcing
offered by community centers aud schools provides s good form
of disciplined exercise. Not only is this excellent exercise,
but children gain & sense of self-confidence by performing.

e Anszlyze your veekly schedule. Is there any place where you
could walk with your children, rather than ride—to the bady-
sitter, store, church, pilayground? Maybe you could walk
twice 2z week. Also, when time permits, park a little farther
swvay from the store, mouie thester, or scheol. o

Children lesarn s grest deal of engoyment from physical sctivities. .
They also learn skills that will help them in other sreas. Damce teaches & o
love of music and sense of rhythm and sequence. When clisbing, children SRR
lesrn rbout nmature, weather,and challenge. Sports teach rules about group
sctivities., But the most important thing is the childrem are developing
physicsl ability and potential.,

In our family we avoid competitive activities and activities ' ‘
insppropriste to our childrens' physical development. Select free and ° -
inexpensive sctivities the entire family can enjoy together.

Babits children develop early in life will continue into adulthood.
Walkxng, jogging, cycling, strolling through the dusk for a relaxing
evening, snd hiking the mountains as 2 family will have s lasting impact om
children and tramsfer ¢o their adult lives.

Parents must ptcvxde the model for these experiences——and they Tust de
started vhen the child is young. Don't suddenly expect your 15-yelr-old to
want to fo climbing, or walk to the movie thester, but many sre :elponsxve to
the same physical fitness approsches that sppesl to adults.
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The Backyard Csn Ee “Back to Xsture™

By Sheri S. Williams

You don't bave to be s veteran backpacker to emjoy nature with your
child. Few of us need to know which wild plsnts arc edible or bow to read
a topographic msp. All you need is & curious mind and your inquisitive

A good place to begin your explorations is in your own backyard.
Here is a place vhere your child can observe nature in its routine. When
your child ssks, “How do birds £ly?" don't let that teschable moment pass.

Point out the bdird's stresmliimed form to your child. Then compsre
your child's form to that of the bird's. When your child brings you a
snake from the creek, plsce it in the red wagon while you explain the
difference betveen a poisonous rattler and a harmless garter saike. There
sre fev better moments to provide this kind of imstructien,

You can incredse your.child's understanding of nature with simple
discoveries such as these:

Find out why & £ish doesn't sink in the stream.
Watch spiders spin a web and catch their prey.
Discover where lightning most often strikes,

Study animal droppings and footprints for clues to
vildlife in the ares.

Q

Your child won't mind if you're mot an accomplished student of
nature. BEven members of the Audubor Society have an occasiocnal lapse in
recall. Don‘t hesitate to carry along s pocket reference to belp identify
the birds, flowers, and animal tracks found along the nature trsil.

1f you plan to go to the woods, nationsl or state narks, o & nearby =
stream to advance your nature study, brief your child with sowme ssfety
tips. Purchase a kid's survival kit.

- Whes your usture trip bagins, encoursge your childrem to ssk questions
asbout what they see. Whether you take an introductory walk through the
park or an extended hike through the:woods, look for signs of life, Note
which grasses are sborter. Look for clearings where wildlifc is evidenmt.
¥grk the path where you travel by po:ntzng out landmarke such as the
prominent hill slong the trail,

For more extensive natuve studies, check out & complete referewce
guide from your bramch lidbrary. One useful refereuce is "Eaploring .
Nature With Your Child." In this 440-page book, suthor Dorothy EBdwards
Shuttlesworth combines her experience with her own childrenm with her work
as editor of the Jynior Nstional Eistory Magszine. The Nationmal Wildlife
Federation, State Divisions of Wiidlife, Natiomal Geographic Magszine g1
hsve many resources for children, as do Scouts, Campfire Girls, and 4-E.
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Remember to take your camera. Seeing nature through & youngster's ‘ :
eyes can increase the discoveries that cas be made. : & II E
Guides and referepce books can help mske your imtrcduction to matuve . R
more emjoyable. With simple explorations beginning im your own back yard, L
nature study will becone sn sdventure worth taking for you and vour child. ‘
~ s
- r
'y ‘
o
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Help Your Child Get Organized for Success in School

By Bonnie McCullough

Help yoﬁ: child get organized for school.

- It is 8 gooé stepping stone for responsibility, it will belp the child

- to be a better student, and it will improve his self-concept by handling

homework snd little detsils like school notices and permission slips.

Help your children keep track of their things by putting their names
on everything from notebooks to mittens. Markers work om many surfaces,
snd gunmed sddress labels sre convenient for others. Order fabric name
labels from local fabric shops and stitck them in costs, bats and gloves.
It takes such a little time but the returns on lost, stolen, and mispiaced

items are terrific.

Start the "bag habit." Eave the child take a backpack or tote bag to
school., The children put notes to parents, finished work, permission slips,
snd iibrary books in their bags to be taken home st the end of the A3y. At
home, the bags became the “gathering poimt" for things to be retumrmed to
school. ’

The smazement comes a8 those children sdvance through their elementary
yesrs and maintain the habit. Success at scbeol depends on how you
organize and keep track of papers and things as well ¢3 on how much you
kncw. Most children take school seriously and want to succeed st it. A
simple vehicle such as the bag helps the childrenm get organized and
incresses confidence in their ability to handle the school experience.
Luckily, backpacks and tote bags sre in. Help your child get started off
on & good foot and begin reinforcing this pattern early in the yesr. You
will need to establish an acceptable place for the bag to be kept &t home,

Keep & family calendar om which you correlate activities and
commitments. Encourage your child to trausfer his or her school busimess
onto the calendar: winimsl dsys, photos, parties, field trips, practices,

rehearsals and meetings. Children carn begin this time management skill

early and resp the rewards their whole lives.

One family made the children responsible for getting up snd off to
school from the beginning v’thout psrental prodding. The family traditiosn
was to purchsse am slarm clock for eack child when he started school. If
the child had difficulty getting up, the alarm clock was the bad guy, not
the parent. These children were lesrning personal respomsibility.

Children do not hsve enough imtriosic wotivetion to do homework on
their own. FParents should not take over or do the acjual work for the
child, but there are three basics: time, placessnd support.

Create su eavironment where learning is conveniphit. Provide s table

or desk, good lighting, and proper suplies (paper, pem, pencil, dictionary,
atlas, etc.)
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4s s parent, be availsble to discuss or support. Do not take over.

Instead of telling the child what to do, help bim or her see what to do. TIry

the questioning techmique: "What homework do you bave tonight?™ "When do you
plan on doing it?" "Rill you be needing any sssistance?” Dos't ride your
kids—there is & difference between hassling 2nd encouraging.

Designate & time for homework. It is so hard to Yfind" time and much
easier to nave work periods cet aside. Daily short sessions are better
than one long cramming session., Keep then 30 minutes or less until the
child's interest and sptitude incresse. Since Friday is the day wost
reports sre due and quizzes take place, it may be necessary to schedule
some of your adult time to practice spelling words or proof reports on
Thursday evening. For sure, don't rent a movie or turn on IV and expect
the kids to do homework while you are watching.

Lock over your child’s papers when they are sent home, be interested
in what the child is studying and how the papers are msrkad.

Encourage your childrem to succeed at school wvithout doing their work
for *hem and you'll be initiating patterms of life~long success.

Reprinted courtesy of Bomnie McCullough and the Denver Post. Additional
material on homc and family life by Bonnie McCullough imcludes:

Bonnie's Household Organizer, 1983 -

Bonnie's Budget Book, 1983

401 Ways to Get Your Kids to Work at Home, 1982 (with Susan Manson)
76 Ways to Get Organized for Christmas, 1982

All sre svailsble from St. Martin's Press, Kew York, New York.

4
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Totes, Packs, and Other Orgsnizers -
' . ' "Not too many years ago, & sturdy lc‘hooi bag with a handle; pockets for

1

pencils, crayons, a ruler; and compartments for papers and Looks vas ;n
ecsential part of“gro;ins up and going to school. The school bag.tcurfied
from home to school and back by the c¢hild, liuked the twp institutions that
vere concerned vith his or her growth and learning" (Nedler & HcAfee.:ﬁ9;9).
0ld fashioned school bags are not in style and have abaoluﬁely no otatTl..but
tote bags, day packs, bicycle packs, and small back packs definitely are "in,"
Schools and families can take advantage of that tremnd to:

o establish a regular communication system between home and
- school;

¢ emphasize that neither home nor school can work alome;

e unobtrusively get reading material, paper, pencils, and other
essential study tools into homes that lack them; and

_ o help the youngster and the home get organized for home study
. and for getting essential materials back and forth in an
organized way. Anyone who has ever been outside a school
building on a windy day or has peeked inside & school bus on
any day has seen the futility of sending home loose papers.
Older children have sports gear and personal items, as well as
books and papers to keep organized.

in some communities and schools, suggesting that each child have a tote
bag or pack clearly labeled with his or her name may be all that is needed.
Send home a copy of the article, "Help Your Child Get Organized for Success in

—— e e oo, ' on the previous page to tell parents how to use the bag or pack and
give other tips for organizing as well. You may reproduce the article.

In some schools, a more organized effort may be needed, as parents may
not have money or motivation to act on a suggestion. If your school is
increasing homework expectations, sending more books, messages, and lanplei
of children's homework, or trying to encourage parents to communicate with the

'I' school, consider the following ways to encourage a home-school bag for every

child.,
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e Encourage the student council, parent-tescher organization, or .
another school group to comsider this as & project. Sturdy L
tote bags are not expensive, and they cam essily be Zmprinted il’
with the school name, slogan, or symbol to help build school
pride and spirit. Sell them for emough profit to provide
every child with one. Write the child's name on the bsg in
prominent letters before it leaves school. Permanent imk,feit
tip pens will provide a quick and lasting identification.

B

e Get s group of parents together to make Dags for every child.
The rsw material is not expensive, and the problemw of "haves"
and "have-nots" doesn't come up. An art teacher, art student,
or one of the psrents talented im srt can set up the silk
screening process to identify the school. In sddition to
sccomplishing a worthwhile project, parents will enjoy the fun
and fellowship of working together. Such a project may not
have the "high-tech” glamour of raising mimey for &
microcomputer, but may have a greater impaut om children's
success in school.

e If gll else fails, the school cam use hesvy duty manila
envelopes for sending work home. Sometimes called "Fridsy
envelopes,” there is no reason they can't be used more often.
The school psme or logo on tke outside is mice, but not
essentisl. The child's nawe is.
e Youngsters im secondary schools present & differemnt challenge. : i
In all likelihood, they are going to carry whatever is the ‘
current fsd at their schools. Student coumcil, school i
leaders, or school traditions may help them develop and use
the back pack, casually slung over ome shoulder, to organize
their material, but peer influence is more likely to prevail.
Parent In ionm Resoure ntegs
Parent information or resource centers can rauge all the way from a
bulletin board with & pocket chart for psmphlets to a highly orgsnized library
with books, cassettes, lesrning materials for paremts snd children, and
filmstrips organized and rum by a person »killed im parent education. Whether
simple or elaborate, the purpose is the same: To provide parents with
informstion that will incresse their knowiedge and skill in family liviwg,
child development, and child education.

Both the concept and its implementstion are quite straightforward amd

relatively simple to carry out. The ides is that parents often lack the .
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information they need about family life, child rearing, home msnagement,

‘I’ guiding, disciplining, snd enjoying children as they grow &and develop, ss well
as other things you Rave to know and do to creste & family that nurtures all
its members. If they hsie the information, they will be able to put it imto
practice. Now, such an assumption may or may not be correct, but families
certainly can't apply avry informstion without havimg it! And that is what
Parent Informstion Centers or Parent Resouyrce Centers supply.

Creating an attractive snd inviting “parent space” in the lobby, fromt
hall, or an empty classroom is 8 powverful communicatiom to parents in and
of itself., It says:

Come in! You are welcome here! Sit down, relax, and
visit with us for & few minutes. This school values
you and your family, and knows that we need each other
to educate children. If you are interested in and
wvould like to read one of the pamphlets, take it. You
can check out a book or a cassette tipe to take home
for more informstionm.,

‘ Such resource centers ax;e uvgually found in early childhood or elementary
schools where parsuts come .- relatively oftem. Since paresais go to
secondgry schools less ;Eten. s senetai parent information center might not
be sppropriate. Fowever, parents do come to school for open housés,
college nights, and special events. Tableslvi:h ¥eake one" informatiom
items on school, family, end child concerms might be worth experimenting
with. Families of adolescents have no less need for relevant information
than those with young children; their need may simp’ v be different. An
information or resource center should be as close and convenient to parents
as possible-prgferably in the school where the?r children go. One center
in the district office won't do it. In rural tfeas, consider working with

the local library system end the bookmobile service, ss well as fegturing

the resource center at special events.
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How does ae administrator, & group of parents snd teachers, & medis ‘ f
specialist, or whoever is the organizing group get started? As stated .
earlier, AEL bas in-depth guidelines and research om how to iavolve ‘
families with special needs in plamning, organizing, and implementing such
a8 program.

Use the following steps as & guide:

1, Orgenize @ small working committee. Be sure to include
parents and the school principal. If families of older
children are to be involved, the children may have excellent
insights on what parents may want or need to know. | L

2. Refer to the results of any family and comrunity needs
sssessment to derermine what families would like to know
more sbout. If such informstion is not available, AEL
has & csrefully designed and tested juestiomnsire that
you might want to use. It is available in both Spanish
snd English versions. An English version can be found in
Appendix F and may be reproduced for local use.

A representstive sample of parents of young children S
from ten states answered the questions, showing that e
their priorities for learning more about childrem were ‘
in the area of intellectusl and personal development of

children, as shown in the following chart.

PERCENT OF PARENTS -
ITEM RESPONDING
“A lot “A hittle “Nothing
more’’ more”  more at afl”
Help vour child see and accept his 54.6 370 8.3
or her own feelings.
How vour child’s personality is 7.7 338 134
formed.
Talk with vour child about his 48.2 378 138
problems and answer his queshions. .
How the world fooks and sounds 45.1 437 11.0
to your child and how to help him
{earn about «.
\What your child should be able to 43.7 437 12.5
learn at his age, 50 as not 1o
“push’ your child too much.
Help your child to hehave when 436 399 14.4 !
he starts to fight. ?
What wave of teaghing will work 380 488 129
brest with your child the way yoo
teach: use of books, TV

Perceived needs ot parents for knowledge related to effective
p. renting tfrom Coan, 1976, p. 34
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Local results or results f£rom parents of older children may
be different. Consider using card sorts, the Nominal Group

'l' Technique (NGT) or other group process techniques to help &
group of interested parents, teachers, specislists, and
administrators quickly set priorities. These techniques may
not be as “scientific™ as & carefully designed gquestionnaire,
but they do gemerate excitement, interest, and give everyome
‘go equal voice in setting priorities. Just &s importsnt,
they keep & project moving forward, with priorities and
directions immediately available. Directions for using the
the Nomins! Group Technigue are ir Appendix G.

3. Begin collecting articles, p;nphietc, brochur.s, books,

. magazines, and other informstion items that are related
tc what parents say t ey are interested in. This does
not always correspond *o gegusl needs, thst is, the gap
between "whst is,” and ‘'vbat ocughbt to be" or “what is
preferred.”" If there is s difference, include some items
related to-the lstter, but in the beginning concentrste on
responding to interests and priorities.

Unless you bsve & better budget thap most schools, seek out .
free or low-cost itegs. There are & multitude of these, but
locsting them is scmething iike & non-stop scsvenger hust.
Popular magazines, professional journals, aud goveroment
publications are not only good sources in snd of themselves,
but they often have listings of available publications or

‘l. advertisements that include items to send for. Locsl, county,
and state agencies are other sources. ' The Extension Service
of the Department of Agriculture slmost slvays has & variety
of timely, factusl, and reliable material related to family
1ife and child rearing. Sometimes this materisl is specific to
regional or locsl comcerns—s real plus. KNom-profit
foundations and orgsnizstions develop and distribute
information on an amazing variety of subjects. Some
supermarkets distribute excellent pampblets relsted to health
and nutrition., Hedical and dental groups sare slso good
sources. We have listed a number of resources st the end of
this section, but don't stop there. Funding and interest comes
ané goes, and nev material comes out almost daily. Seek out
local sources, scour the magazines, and write for ssmples of
anything free. Prepsre a form letter that explains what you
are doing and that you need a listing, sawple of materials,
snd sny other informatiom they can send.

Don't forget your own state, county, and local school system.
— There are recommendations that schools should &0 more to

involve parents in children's learning activities at home.

Most schools have s wealth of materisl on that subject. If

specific needs for home lezrning asre identified by the

teachers in & locsl school, the parent information center may

bave or be abls to find something to help. If mot, get s
G curriculum specislist or teascher to write it!
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4, Serees snd evsluate sll material, particularly those prepared
and distributed by companies trying to promote the use of L
their products. Some are excellent; some are not only O
blatantly commercial but less than truthful. Use the same g
criteria you would for classroom materisls. Is the
information presented in line with current best thinking and
practice? Is it free from sexism and racisn? Is it
respectful of the diversity of values and beliefs found in
this country? Are the illustrations clesr and representative
of the diversity of values snd beliefs found in this country?
Are the illustrastions clesr end representative of all eghnic S,
and racial groups and both sexes? Is the language level™ T e
appropriate for those people who will be reading it? Is th gt
presentation clear, interesting, snd likely tc be read by the>. Co
parents? Short, to the point psmphlets and booklets certsinly R
dor't hsve the depth of books, but the books may mot be read. o E

If you have to buy the material, is it worth what it costs or
could similar informstion be obtained somewhere else for less?

Discard (or ssve for an example of what got to use) all

”

unsuitable materiasi.

Get uultiple'copies of everything you can, so that parents can
take them home to read and refer to. Who cam resist
"freebies?" '

5. Develop a display and check-cut system. Neither needs to be
elaborate. If space is at a premium, & slim, revolving rack
will £it in & corner; bookshelves of tiered racks will fit
agsinst a vall, Try to have enough space so that materials
can be grouped according to topic, snd so that each item can
be easily seen. If at all possible, place the resource center
in 8 high traffic sres. One school established a fairly
elsborate parent library in the school’'s Imstructiomal B
Resource Center, only to find that parents seldom came iu. )
Indzed, most of them didn't even know it was there! o

The check ocut-check in systes should be simple snd essily s
msnsged by parents unless & person will be there at all ST
times. Post instructioms right next to the check-out o
msterisls. Make clesr what is to be taken and kept, and what

is to be checked out., The life of paperback boocklets can be

extended by covering them with clear contact paper or book

covers. Articles from magszines can be clipped and placed in

term paper folders.

If something costs a smell amount, you can post & sign that
says: : _

Read here or buy for s guarter. Drop money in
suggestioa box.
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Expect to lose a few materials. This is one reason we
suggest low cost or free materisl.

Develop an evaluation system, Comsider sny or all of the
following ways to monitor use of and isterest in the parent
information center.

a. Number of books and booklets checked cut.
b. Number of free msterials taken.

c. On which topics were msterisls tskem or checked out most
frequently. ‘

I3

d. Number of parents who came by.

e. Number of gquestions, suggestions, or ideas coming from
pasrents that seem related to the information.

f., Half sheets of paper: a pen, and s covered box isheled
"Compents and Suggestions” piaced near the check—out
station.

g. Systematic followup through telephone interviews or short
evaluation sheets. Determime smount of use. What
types of material were most helpful? Least helpfui? In
vhat wsys vss the informstion put into practice?

Advertise that the information/resource cemter is available

to sll. Use newsletters, notices sent home, signs prominently
posted by the most used entrance, have hot drinks and browsing
time at PTA/PIC meetings aud parent—tescher conference times;
send home s sample of free material suitable for parents of
each age level in the school, with the snnouncement that more
information is availsble at school. Consider conducting 2

" ick-0f£™ workshop with hands-on "mske and take" items
related to the resources.

Monitor snd rotate materisls. Dom't put everything out at
opce. Add snd tske away materisls to keep people coming back.
You'll have new msaterials coming ic anyway, from current
sources. Let current and past use guide you. If no one takes
the pamphlets on "Tasty Treats from Tofu,” and the leaflets om
stress and snger disappesr in s week, you have some good
information on parents' interests.

Carefully time the display of seasonal msterisl. Leaflets on
selecting toys and gifts and toy safety should be placed in
the rescurce center just before the big advertising push for
boliday giving. Items related to summer learning and fun at
home should be displayed shortly before summer vacation.

Keep the center nest, attractive, snd well-cared for. Ask
for psren;s' suggestions and follow through on them. 1f a .
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parent orgapizstion is ruaning the éenter, mske sure someone
is responsible for regular strsightening up, replenishing, &nd
reordering.

9. What cbout people who live at the end of the bus route and
seldom Ret to the school, or who §¢ to work early snd stay
late? Oune group suggested that another parent might send home
materizl these people request. Another good use for the

'.; tote bag or back pack! In rursl sreas, check to see if the
bookmobile would distribute some of the msterisls,

10, Evaluate amnd ﬁodify sccordingly!

post current we could locate. Many agencies of the Federsl Goverument are
concerned with families, children, and lesrning. They have & wealth éf
msterisls that have been developed in the last decade. Exﬁiore these
resources fully. Often the materisl can be .reproduced freely, even if the
agency is unable to provide multiple copies.

There are msny sources other thean the ones listed here. See also

the list of CEDaR members in Appendix H.
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Possible Sourges for Free and Inexpensive Materials for
Parent Information Center

Action for Children's Television

46 Austin Street

Newtonville, MA 02160

Administration for Children, Youth,
and Families

P.O. Box 1182

Washington, DC 20013

Adult Education Association of the USA

810 Eighteenth Street N.W.

Washington, DC 20006

American Academy of Pediatrics
Box P., F.0D. Box 1034
Evanston, IL 60204

American Association for Maternal and
Child Health

P.O. Box 965

Los Altos, CA 94022

American Foundation for the Blind -

15 West Sigteenth Street

New York, NY 10011

American Home Economics Association
2010 Mass@;hnsettes Avenue N.W.
Washington, DC 20036

American Humane Association
5631 South Roslyn Street
Englewood, CO 80110

American Librarv Association
50 East Huron Street
Chicago, IL 60611

Alexander Graham Bell Association for

Deaf -
3417 Volta Place
Washington, DC 20007

Associaticn for Childhood Education

Bureau of Education for the Handicapped
US Department of Education

400 Maryland Avenue, S.W.

Washington, DC 20202

Child Study Association
853 Broadway
New York, NY 10003

Child welfare League of America
67 Irving Place
New York, NY 10003
Consumer Information Center
Pueblo, CO 81009

+ Council for Basic Education

725 Fifteenth Street NwW
Washington, DC 20005

Council for Exceptional Children
1920 Asgociation Drive

Reston, VA 22091

Council on Interracial Books for
Children
1841 Broadway
New York, NY

.

10023

Daycare and Child Development Council
of America, Inc.

520 eéSouthern Building

805 Fifteenth Street N.W. -

Wwashington, DC 20005

Educational Resources Information
Center {(ERIC)
Cl:aringhouse on Elementary and
Early Childhood Education

College of Education, University of
Illinois

Urbana, IL 61801 .

Family Learning

19 Davis Drive

International Belmont, CA 84002
11141 Georgia Avenue
Suite 200
Wheaton, MD 20902
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Family Sezviée associ&tion'of anerica
¢4 East Twenty=-third Street
New YorkK, N¥ 10010 \ :

Home and School Institute
Trinity College
Washington, DO 20017
The Horn -Book

Dept. ACK

31 st. James Avenue
Boston, MA 02116

International . Rea&xng AbSOCldtiOﬂ .

6 Tyre avenue
Newark, DE 19711

Johnson aﬁﬁ Johnson

175 Community Drive
Great Neck, NY 11002

National Association for the Education
of Young Children

1834 Connecticut Avenue N.W.

Washington, DC  2000%

National Association for Mental Health
1800 North Kent Street
Arlington, VA 22209

National association for Retarded
Children

1522 1 C Street N.W.

Washington, DC 20003

National Black Child Development
Institute

1463 Rhode Island avenue N.W.

Washington, DC 20005

National Centér for Prevention and
Treatment of Child Abuse and Neglect

'Office of Human Development Services’

P.0. Box 1182

Washington, DC 20013

National Congress of Parents and
Teachers

700 North Rush Street

Chicago, IL  606ll

VIII-30

<

Princeton, NJ

"National Education Associa

Food/Dru§ Administration

.US Government Printing Office

National Council for Children and
Television o

20 Nassau Street ¢

Suite 200

08542 ““

National Counci¢ on Family Relations

1219 University Avenue S.E.

Mirneapolis, MN 55414 .

Fon
The Academic Building
Saw Mill Rsad

West Haven, CT 06516

National Institute of Education -
1200 19th Street N.W.
Washington, DC 20036

Natxonal Institute of Mental KHealth
5600 Fishers Lane
Rockville, MD 20857

Office of Consumer Affairs

5600 Fishexs Lane
Rockville, MD = 20857

Parents Without Partners, Inc.
7910 Woodmont Avenue
Washington, DC 20014

av®

?ublic'affairs Committee, Inc. !
381 Park Avenue South
New York, NY 10016

Reading'Is Fundamental (RIF), Inc..
Smithsonian Institution

Suite 500 .

€00 Maryland Avenue S5.W.
Washington, DC 20560

Smithsonian Family Learning Project
Smithsonian Institution, Suite
Suite 500 _
ues S.W.

600 Mazyland Ave
Washington, DC 20560

Superintendent of Documents

Washingten, DC 20402
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USA Toy Library Association US Department of Agriculture
5940 W Tauhy 1400 Independence Avenue, S.W.
.- Chicago, IL 60648 Washington, DC 20003

US Consumer Product Safety Commission
washington, DC 20207

Call toll-free: 800/638-2772
or check for regional offices

US Department of Education
Federal Office Building
400 Maryland Avenue S.W.
Washington, DC 20202
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STATE mmm EXTENSION AGEXCIES

—~.

~

A Dr. ann 'mcmpscn. Dxrector . _ ‘ ,

SR Cooperative Extelsion. Servxce o o IR R ¢
7 puburn Undversity 0 . oo S 3

Auhurn, ‘AL 36830 ‘

O . f . ., . &

e, o . BN ~

Dr. C. E. Barnhart, n;:ectcr : R , A
Cooperativs Extension SR - o : | " . : B
University of Rentucky = L R R
Agricultural Science Bu:.lding. N.. R _ _ e
Lexmgton. KY &05&6 ~ . = Co

Dr. R./NM. Kottman. ss.:ector ( ‘ b ’ P
Chic Aqmcultuxal, Reseaz:ch ami aevelomem‘- : o !
Center - - R _ . o LT
Ohio State Unxvers&ty .
2120 Fyffe Read. - B

Columbus, OB 43210

Dr. Samuel Sxith, Director
Cmpetative Extension

Agricultural Administration Building
Penn State University

Univgrs;ty Park, PA' 16802

: Dr. M. L. Downnen, Director . .
P Agricultural Extension Service - .
. University of Tennessee
Box 1071
ZLnoxville, TN 37901

Dr. Mitchell Geasler, Director

Cooperative Extension

Virginia Polytechnac Institute and State
University ‘

Blacksburg, Va 24351

= : Dr. Rachael Tompkins, Director o
a Cooperative Extension ; B
. West Virginia University < ,
817 Knapp Hall ‘
P.O. Box 8031

K Morgantown, WY 265066031
>
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Section IX

Evalustion: Pormstive, Summstive, and Points In Between

-

When we read & mystery or suspense novel, we look forward to the last
chapter to find out "whodumnit.™

Last chapters in profeséienal books often summarize the writer's
conclusions and reconm;ndations, pulling together the ideas that have been
presented throughout the book. Likewise, you can be sure that the last
chapter or section in books on staff development, educations]l improyement,
jmplementation of mew programs, or almost any educationa! sctivity will be on
evalustion. And so it is with this Resource Notebook. Yet, evaluation should
be only one phase of the planning process.- It is "not 8 conclusion but & new

beginning" (Mertz, 1983, p. 59), ss showvn in the diagram below.

Assess Needs . Develop Goals
and Interests and Objectives
Report Results
identify Resources:
Peopie, Materials,
Time, Space, Money

Evaiuate Program

implement H Design
Activities Activities
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"Rather than being & destination, evaluatiom is & map, Or progress repert
that answers two questioms: "Where are we? Where do we go from here?” (Mertz, dl" §
1983, p. 59).

What is to be evaluated and how? We are recommending that local schools
and school districts implement a staff development program to help the school
and individual teachers in the school improve school-fsmily relations and
compunicstions. The desired ead result is, of course, a "better” education
for children.

To help achieve that result, we hsve suggested a aumber of related gosls:
Better staff develop=ent inm school-family relations snd communicstious; ca
increase in the quantity, variety, snd quality of school~home communications;
and use of a systematic plamning process for staff development, as vell ss
specific exsmples of things administrators, teachers and specialists, znd
service and support pesonnel can do for snd with parents. Some decision has
to be made sbout which gspects of this multi-faceted approach will be |
evaluated and how that will be dome. Ideslly, of course, all aspects should
be evaluated. The chart on the following page illustrates the complexity of

the task.
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Evaluation Concerns”™

W

Evaluation of staff development typically has five basic concerns: the content, the presenter, the participants’
behaviors, short- and long-term, and the impact on student learning. The chart below addresses these concerns
on six levels, ranging from purpose through fupe of instrument.

Ohio Department of Education.
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Evaluation Purpose Administered When Resulits Where Type of
Concern To Whom Administered Sought Administered Instrument
Content of Ascertain if Participants Cc -clusion of Participant On site of Likert type
_ inseryice content presented by planners inservice activity  assessment of activity checkhst
activity met desired content
objectives effectiveness
Presenier of Ascertain the Participants Conclusion of Participant On site of Chechlist
inservice effect of the by planners inservice assessment of activity
activity presenter on activity presenter
the attainment
of objectives
Participant Determine Participants Conclusion of Participant On site of Vared based
Lesrning: whether by presenter inservice activity behavior change  activity on objectives
Immediate participants
achieved
objectives
Participant Determine Participanis by Minimum of two Participant In partcipant Varied based
Learning: whether self, peers or montns after behavior change  classroom on obiectives
Long-Term behavior change students activity
remains after
period of time
Student Determine Participants by Before and sfter  Student behavior in participant i. Classroom
Learning whether students self, peers teacher behavior change classroom environment
of participants or students change introduced observation observation
change behavior into classroom 2. Checklist
as result 3. Objective
of teacher referenced
+From: Staff Developmernt Leadership: A Resource Book, 1983. Columbus, Ohio:



Realistically, we must slso ask whe is to evaluste and when? Most
tgachers, administrators, and staff development people slready have full
schedules., Some have little or no bseckground in research and evaluation, and
usually only large districts have sn institutiomal resesrch section. |

Descriptiocns of the ideal evaluation sre sometiwmes so far from what local
schools can do that schools may simply do mothing—a mistake, ever if an
understandable one. So, in this evaluation section we zre going to do what we
have done in the other sections: List snd discuss the gemeral principlen‘that.
should guide evaluation of projects and processes of this nature; give a

variety of examples and resources &t several levels of precision and

difficulty; and refer you to appropriste sources for further info In
this way, local schools and school districts cam comstruct and condu
evalustion that will be useful to them, answer the questions they n to ask,
and will ultimstely help them improve communicstions with the families they
serve.

Informal judgments and evaluationms about inservice training,
communicating with parents, and the influence of school-family relations afe
made sll the time. Schocl personnel evaluate when they say "I wish we could
have more inservices like this ome,"” or "If I have o sit through one more of
these...!" Teschers evaluate when they wish, "If only there were some way to
resch these parents, some way to get them to show an interest in what ve're
doing." Principals evaluate when they say, "I don't understand this sbsentee
rate; don't the parents know the youngsters can't lesrn unless they sare here?"
or “Everyone seemed to enjoy last year’s opem house. B5hall we just do it the
same way?"

Githering informstion to do systematic evaluation of staff development

and school-fsmily communications msy mske these evaluatioms more accurate.
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Even more important, such systematic evaluation can guide the development of
more acceptable, effective, and efficient programs. Evaluation dome for this
purpose—~formative evaluation--gives everyone comncerned & chance ﬁp assess
what's going or and mske revisioms or "mid~course corrections" tc improve what
is being done.

Supmative evslustion is usually dome at the conclusion of a given program
or course of action. Its purposes are to provide evidence of overall program
effectiveness and to provide information to guide decisions zbout future
programs.

In formative evaluation, summative evsluation, and points in between,
remember that the purpose of evaluation is not to decide "Did we fail?" or
"Did we succeed?" Instesd, it is to document "We did this, with these
results,” and to suggest future directiomns.

With this brief introduction, let's look at some of the primciples that
should guide evalustion.

e Decide what you want to find out.

e Involve participants in planning the evalustion.

e Whenever possible collect baseline informstion <o that progress
can be determined.

e Relate evaluation directly to the objectives of the training
session, progrsm, or whatever is being evaluated.

e Use g variety of messures.

e Use both immediste &nd follow-up measures,

e Use data-gsthering techniques that are not burdensome.

o Share results with those who hsve & need and 8 right to know.

Decide what vou wang to find out. Most inservice education is related to
teachers' imstructional practices in the classroom. Staff development in
school~-home communication adds another dimemsion tc an already complex

evalustion problem. let's look at examples of sowme possible questionms. Each
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school will have its own.

i.

Was the vorkshop or inservice trainving session itself veil
organized, interesting, and relevant? Were time, space, and
lesrning materisls sdequste and appropriate? Were the lesders
knowledgesble and .skilled?

v
Was the information appropriste and useful to participsnts in
their respective positions (professionsl affilistion and role,
grade level tesching, or associsted with experience level,
professional training, school setting)?

Exsmples of instruments to determine participants' reactions
are in Appendix I. Determining the answers to questions 3
sod & is more difficult.

Did participants achieve the stated objectives?

Did participants put the information and skills into

. practice?

school-family communication, some possible questions might be:

Wss there a differenmce in quantity, type, Or quality of
school-family communications? If so, what was it?

What types of schooi-home commusicatiors were most effective
and wvell~received at which age/grade level of schooling? For
rural populations? For smsll town populations? Urban
populations? BEducational level of the parents?

What were parents’, children's, and teachers' reactions to a
given change ip communication pattérns?

Were there ggspaﬁiﬁéicipsted results? If so, what were they?

In evaluating the planning process, some questions might be:
v 1. What were the benefits of the planning process?
2., What were the draswbacks?
'3, In whzt ways did the open, systemstic planning process sffect
the program's scceptability? EEfectiveness? Bfficiency?
Involve perticipsnts ip plsnning the evglustion. The same plamming

committee that guided needs assessment, gosl setting, and the other steps of

the inservice planning process can advise on evsluation, too. They may oot

xnow all the technical aspects, but they'll have their own insights and

suggestions, Perhaps most important, they can represemnt teschers, principals,
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and othﬁr personnel regarding what types of dstu-gathgting instrumente snd
° procedures will be acceptable and fessible. An elsborste evaluation desigm
that depends on a time-consuming log that esch tescher must work on each day
is doomed to fasilure. The teachers on the committee or in suy advisory
capacity will "tell it like it is"-—snd save everyone s lot of time and

effort.

determiged. The familiaxn "pre" and "post" trestment has much to recommend.
It is really the only way to kmow if proéress toward the desired goals,
whatever they are, is being made.

Usually, when we think of "pre" and "poet," we think "Ob no, & test!
Iwo tests!™ But remember, there gre mapy ways to get inforpatiom. Testing
is only ome. For example, some hone-schggi communications sre specifically
designed to decreasé absenteeism. Pre~ and pcs;—treatment results are
available from attendance records; parent perceptions are svailasble through
telephone interviews.

Relgte evsluati

this book, we bave stated clear, messurable objectives. Participants'

sttainment or progress toward attainment of those objectives can be determined
by the end of the session. However, the transfer of those skills back to the
school and to participants' communications with parents is far more difficult
to determine. On-the~job performance is what resliy matters.

However, when we get beyond the measursble skills of the training
sessions to s school's sctusl goals and objectives in school~family
communicstions, the g-als are seldom &s clesr. Do we simply want to imcresse

‘l' the sumber of communications? Change their nature? Influence the quality?
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Focus them on one sspect of school-family relatiomns, such as teaching parenis
to.conduet school-related learning activities st home? Or gll these things?
Schools will have to define their goals for schcol-bome communicaﬁion before
school~level evaluation cau be done. Ta fact, they need to decide on those
goals before local inservice trainers can select or develop appropriate
objectives and activities for school personnel,

Evaluation of what actually transpires in interactions between parents
and school personnel is far more difficult‘than evalusting & tescher's ability
to give clear directions or use time efficiently.

Use g varie egsures. Different data-gathering techmnigques can yield
diiferent kinds of informatiomn. While direct, written or oral mzasuresAof
various kinds are most“éften used, indirect or unmobtrusive measures are 8lso
eppropriste.

Some of the staff development strategies aund bome~school conmunications
in this Resource Netebook lend themselves to unobtrusive messures. For
cxample, it is quite easy'to keep track of the number of items on different
topics taken or checked out from s family information or resource cemter.

Such sun unobtrusive meassure gives reliable and quantifiasble dats for
decision-msking.

An cbser§er can rate the degree of participation and involvement of
ingervice participants in rélation to the different methods used. For
example, we suggest an interdependent group technique called "Jigsaw" as s way
to help inservice participants get & shared base of informstion. Au observer
can tell if the groups are om task or if they use that time to tslk about
other concerns.

Look beyond the traditional workshop evaluation for variations and other

ways of finding out what went well and what peeds improving. Some
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possibilities include:
¢ Formsl pre- snd post-test perfornimce or written measures
e Product evaluation
¢ Group discussions sand interviews
e Individual interviews in person or by telephone
e Observation

o VWritten evaluation form with ratings, rapkings, checklists,
agree/disagree, or other predetermined respounses

o Written evaluation using open questions
¢ Task simulations

¢ Unobtrusive measures, such ss how many did/didn't participate,
level of involvement

s Self-evaluation (logs, disries, checklists, reflective
evaluation)

o Actusrisl dats, such as pre- and post-sbsentee data, homework
signed and sent back, permission slips, and otber information
promptly returned

s. Immediate reactions to staff

development sessions may be glowing, but considerably faded a month or two
later. Or the reverse may be true.

Putting into practice some of the school-home communication approsches
suggested in this Resource Notebook may seem like & formidable tssk when first
presented, but well worth it after the procedures are in place and working in
8 school.

Kpowing that they #re really expected to try out what they have learned
snd that' followup will be done to see how the suggested procedures worked may
give people incentive to put them into practice. One of the elements in 7
successful inservice is followup (Joyce & Sheueré, 1980), and slthough all
followup is mot dome in the form of evalustion, some evaluation should be

beyond the immediste.



There is no need

to collect informstion that will not be used. Whoever designs instruments and
procedures shauld nsie sure that they are as efficient -as possible, but that
they get the meeded information. -Poorly designed "feedback forms" given at
the end of an inservice may not give encugh information. Overlong ones may
not be fiiled out! Get an expert to help, if at all possible. Im Appendices

C ané I sre cxsuples of short, but informstive, instruments.

w. Report

results and the modificstions, contimustion, or discontinustion of certain
aspects of a program to those who should kmow. Few people want a technical
report, but they do like to know the outcome of & project im wﬁich they have
perticipated. Parents sre sure to be interested, too. Im fact, if ihey know
in advance that teachers are trying to improve school-family communications,
they will help make the project "succeed."

1f your district wants an in~depth resesrch-oriented evaluatiom, but does
npt have the institutionnl‘researéh staff to desigs and comduct one, consider
using & pre~developed plan that can Se(ﬁgﬁptedctc local needs and interests.

The paper thsat follows presents an evaluation research framework for looking

‘at school-family communications.
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Evalustion of School-Home Communication Strategies

BEdward E. Gotts and Richard F. Purnell

The implementation og‘counmnication between school personnel and psrents
has been showm to increaie rates of attendance (Duncan, 1969; Parker & MgCoy,
1977; Sheats & Dunkelderger, 137%; Shellon & Dobsonm, 1973), to improve the
school performance of children (Rittle, l975} Duncan, 1569; Sbelton & Dobson,
1973), and to incresse parent-initisted contacts witb schools {Bittle, 1975);
Duncan, 1969; Mager, 1980; Parker & McCoy, i1977). An extemsive seirch of the
school-bome relations litersture reveals, however, that present knowledge is

based principally on noan~-systemstic studies at the preschool and primsry

~ levels, while few studies hsve been conducted at the secondary level (Gotts &

Purnell, in press).

Among resesrchers; school personnel, and psrents, there appears to be
widespread consensus thst improved school-family relations are bemeficial and
that incressed parent involvement in sclools is 2 vorthvhi;e goal.
Nevertheless, in reports of programs with this gepersl goal, specific
objectives are seldom stated, Consequently evaluation results are ;ometimes
vague gnd unclear (Anselmo, 1977; Filipcz%k, lordeman & Friedman, 1977; Nedler &
McAfee, 1979). Filipczak and others (1977) conclude that commupication
between home snd school requires an increased emphasis on measureable outcomes
tc sesess program effectiveness,

There remzins much to be learred about this art of communicsting
effectively on the part of both school personnel and parents inm order to have
school-family relations become more meaningful and effective. This seems

clear from the mistrust, misperception, and wiscommunication that so oftea mar

their efforts to relste to one another (Lightfoot, 1578). Such negative



results peed not be the norm. For exsmple, our own research suggests that
communication.and mutusl positive feelings incressé wvhen schools pay
particular attention to the srtful prsctice.of commnn;cstion in such sreas as
attendance, scademic deficiescies, progress toward graduation, student .
sisconduct, the school's expectstions and stendards, sad providing curreat
pevs on curricular and extracurricular events (Gotts & Purpeil, in press).
This bDrief review of literature plus ouxr own experience support three

conclusions:

(1) Little is kmown about what works well at the
secondary level, and, while more is knowm &t the
primatry level, the knowledge is based on
son~systemstic studics. - )

(2) There is a broad comsensus that improved
communications should be s goal of schools, but
too little emphasis has been placed on
estsblishing specific objectives and assessing
measurable outcomes. \

3
4

(3) In our research it has seemed most
productive to define objectives in terms of
specific promising techniques of commynication
that are being applied to typical day-to-day

issues in the operation of schools--such &s:

(a) reporting scademic deficiences and

(b) providing current news of the school's
curricular snd extra-curricular eveats, and
so forth.

In short, this is s “poorly resesrched” srea partly because the task of
resesrch has not been well-defined axd conceptualized heretofore. Much that
needs to be accomplished can be done within an evaluation resesrch framework.
For this resson, the balance of this gresentazion will focus on defining and
conceptualizing the task from an evaluation perspective. We will present data

in support of cur comceptual approach and refer to some of our work-in~progress

to illustraste how the approach is carried out.
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A Conceptusl Approach

The following conceptual approach was developed to meet our study
requirementa during AEL's three years of sctiom research iato this topical
sfea. We hsve come to believe éhat researchers should link any proposed .
evaluation activities to eix aspects of the schbool-home communicationms mix:

(1) The level at which interactioms occur (e.g., primary
vs. secondary); '

(2) the locus of communication (i.e., classroom, department,
scheol, central office);

(3) whether the school's message is directed to an individual
family (type I) or to s group or schoolwide sudience
(type G);

'{4) whether commsmication flows from school to home (school-
' home or S5-E) or home to school (home-school or E-8);

(5) the focal or topical aress around which inmteractions
mgy intersctions may occur; and

(6) the methods or vehiclies of communication employed.

Level I

The styles of parent-child snd teacher-child intersction change
dramatically from the preschool through the elementszy and into the secondary
school years. Yet, as we have reviewed the litersture thoroughly, it sppears
that perent imvolvement specialists and researchers have tried to apply &
single model of school-home relations, irrespective of the child's asge.
Moreover, the uniform model applied is one that has developed out of early
childhood educstion. Extrapolating from tbe preschool to the primary level
seems to hsve worked reasonably weil, e.g., regsrding haviag pa%ants vigit
school or join parent-tescher organizations. When these expectstions have sot

worked ocut at the secondary level, educators have erronecusly concluded that
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parents of teens have "lost interest"--yet, .t is the inappropriate
application of an early childhood model of home-school relaticns that is at
fault. From this we conclude that quite different outcome indicators sre
needed to evaluate parent involvement across the years and levels of

schoeling.

cus of Communication

It is necessary first to conceptualize whether the locus o1 cosmunication
is the classroom, school building, or other level. Locus of communication can
sormally be determined Sy a8 functional anslysis of where opportgnity snd
responsibility reside for the particular matter at issue. An scademic
deficiency, for example, can be communicated naturally at the classroom level;
relating a serious breech of conduct may fall to the primcipal or a designate.
Attending to locus of communication leads the evaluator to consider where
within the system to look for and track interactions regarding particular
issues. If communication fails to occur where expected, thet may pdint up
problems st the level being examined or st some higher level in the
system-—e.g., teachers may not initiate communicstioms sbout particular
matters because they believe it is the responsibility of personnel at s
supervisory level. Either internsl miscommunication ox insﬁfficient
understanding/skills or the absence of policy and clear guidelimes for

practice may be the culprits.

Type I gnd G Communications

When schools communicate with psrents, individuals (I) or groups (G) may
be the intended audience. For example, sll parents need to be familiar with:

attendance policy (type G); the parents of sn absentee child need to be
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informed (type I). Both types I and G communications are needed if parents
are to take expected sctions. Evalustion may, thus, assess the sufficiency
and quality of both G and I types and examine their relationships with various

outcomes. Sometimes it is mot enough to inform parents: they may require

instruction, guidance, or direct hélp. We found in our resesrch, for instance,

that early motices of academic deficiency were apprecxated by pareats, bdut few
parents knew how to go about analyzing and helping vith such problems (Cotts
and Purnell, in press). In respomse to this discovery, we have prepared
ncuidance sheets" to help parents anglyze and respond wore effec;ively to
potential sources of academic failure, and we are currently assessing the
effects of these in & number of sites. From this it can be seen that

evaluation of school~home communications must be conducted within a systen's

perspective by comsidering the interrelatedness of all elements in the system.

S-E and E-S Communications

School to home (S-E) and home to school (E-f) communicationms are both
part of ao effective program. Schools tend to be active gs S-E communicators
but sre much less successful in encouraging H-S messsges. Even vhen the
latter occcur, they sre likely to happen in iscidental, spoctaneous, irformal,
and unplanned ways. As & result, the HE-S messaées seldom leave sny dats-baseld
residusl to influance schools eystematically. To counteract the lsck of H-§
communications, we designed sm interview procedure for sampling parents’ viewvs
and feeding them directly back to principals and superintendents.' In the
process we lesrned that these administrator. (g) recognized the §mp1icstions
of the findings, (b) immedistely indicated possible changes they might iry,
and (¢) subsequently developed and carried out improved practices (Gotts snd

Purnell, in press). We are currently experimenting in several sites with the
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programs or trestments. When such programs are studied, however, it is

use of local volunteers to conduct intervievs of this type. If this strategy

works out, them we will prepare a step-by-step operationsl manual to guide
énterested sdministrators, resegrchers, and others through the required

activities. In this way the HE~S side of the desired two-way process can be
formalized. Our recommendation to evaluators is that sny sciool-home I
relations program should be advise& to include plans for genersting E-S ;3§

MesS&8ZEe6 .

Focal Aress NS

It is difficult to develop operational messures for such broad constructs

as involvement, relations, and compunicationms. When evaluators try to work

from these globsl notions, they oftemn look at self-reported attitudes,
nessures of attendance or complisnce ratings of satisfaction or success, and
similar indicators. We recommend inste;d that efforts to improve
communications should focus on specific areas such as academic progress,

attendance, student conduct, progress toward graduation, extracurricular

activities, opportunities for parents to serve as volunteers, and so forth,
Once thess focal aress are linked to communicatior objectives, evgluation can
seek to define success ‘n terms of: (a) whether parents learned about thesé
specific aress, (b) if the information was timely and sufficient, (c¢) how they
responded, (d) with what results, (e} what further they desire to know, and
(£f) which methods of communicating are both acceptable to parents and

effective in producing desired actions and results.

Vehicles_of Communication

Improving relations and involvement is often thought of in terms of global
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unclesr which independent vsrisble compoments produce particular effects and
. which sgre ipeffective. Alternatively, we recommend that research and
evaluation examine instead the effects of parent-teacher handbooks,
newsletters, acadenmic deficiency reports, academic guidance sheets,
parent-teacher conferences, oper house, parent interviews, and so on. When
these individual vehicles are used as treatments, it becomes possible to
vxspine (a) their individusl comtributionms, (b) the focal sreas whick

they best convey, {(c) optimum strategies for using them, and so on.
Eyslnation of Strategies

In the preceding discussion we hsve considered s conceptual approach to
evaluating school-home communications. It requires that ewpiricasl attenmtion
be directed toward six differentisted aspects of the communication mix. When

‘l’ we refer to strategies of comnmunication, we mean those practices which occur
at particular intersections of the six aspects. An example will illustrate
the concept of strategy: Think of a communication at the high school level
(aspect 1) involving teachers (2) and individusl families (3) and being sent
by the former to the latter (4)-——i.e., from schocl to home-~dealing with
academic performance (5) and transmitted via a specisl notice (6). An
instance of the foregoing strategy would be arn academic deficiemcy report used
at the high school level.

This brings us back to an earlier point: Much that needs to be
sccomplished can be done withir an evslustion resesrch framework. We are
sdvocating that locsl school systems carefully select for study some iimited
set of strategies that promise to meet their identified local communication

needs. Evalustion will then be undertaken in the manner previously suggested

IX-17 236
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above during discussion of the six aspects. Knowledge gsined in this manner
&
can impact directly om the operstion of the local system; also it can

simultsneously contribute to the overall sccumuslation of understanding of the

art of improving relations and school effectiveness.
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Questions for Telephone Interview of Parents

General Questions for Home-School Communicstions:

L)

B)

C)

D)

How often do you receive communicatioms from the school?
(Exsmples)--Please describe them briefly. »

Bow often do you have contact with eny of your child's teachers or
other school personnel?--Could you give some exsmples?

I'n sure that you're aware that in - 8chool students
have various kinds of difficulties and problems. How serious do you
think a problem should be before a school nmotifies or informs a parent?
For these kinds of things that you think parents should be informed
about, in what ways do you think the school and home should work together
to try to correct the problems?

In general, sre you satisfied or dissstisfied with the amount of
information that you receive from school?

(1f dissatisfied): Could you please explain what the school might
do for you to be more satisfied?
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BUILDING LOCAL CONSENSUS

A session prepared for the East Coast Titie ! Seminar:

Dissemination and Program improvement

" The Warwick Hotel
Philadeiphia, Pennsyivania

Joe E. Shively

-~

Educational Services Office
Appalachia Educational Laboratory
Chsrieston, West Virginia

‘ . January 12, 1882
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This materisl was prepared for use in this mini-session, “Buiiding Local Consensus,’ at the East
Coast Titie | Dissemination and Program improvement Seminar. The material, prépared by
Carolyn Davis Luzader, has been summarized and condensed, as has this “‘training session.”

To actually conduct a Needs Assessment conference {using the DAP process), approximately
1% - 2 days of intensive training is requirad. Only highlights of the eight major activities that
make up & conference sre included here; the compiete conferance manusi is approximately 30
pages. This summarized material and condensed training session are not intended to take the
place of the formai training and full versions of the materials required to conduct a Needs
Assessment conference. For further information on the AEL Needs Assessment process,

please contact:

Dr. Joe E. Shively

Director of Nesds Assessment

Educational Services Office

Appaiachia Educational Laboratory
"P. 0. Box 1348

Charieston, West Virginia 286325

800/824-8120

The project presented or rsported herein was performed pursuant o one
or more contracts and/or grants from the National institute of Education,
Department of Education. Howaver, the opinions expressed herein do

not necessarily reffect the position or policy of the Appalschis Educstional
Labdoratory or the Nationa! instituste of Education, and no official endorse-
ment by the Appelachis Educational Laborstory or the Nor:om! institute
of Education should be inferred.

The Appalachia Educstional Laborstory, Inc, s an
Equa! Opportunity/Affirmative Action Empioysr,
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DAP: CONCEPTUAL FRAMEWORX FOR TiHE
APPALACHIA EDUCATIONAL LABORATORY'S NEEDS ASSESSMENT PROJECTY *

From Aristotie to Dewey to Churchman, probiem solving has been the essentiaf ehnwmndiwdw growth and
effactive group functioning. Despite the volumes of rhuwicdmmd to the topic, however, groups continue to countenance
ditficultias in their sttampts to define and wive the problems facing them. Consistently, probisme tend to be defined more
in terms of prescriptions for action than a: discrepancies between actual and desirec states of stfairs. Commenly, groups
spend more time dealing with difficuities sncountared in how they function than with the topics that brought them together,
fraquently without recognizing that those ave saperate issues.

DAP is the scronym for 2 set of concepts and procedures that the membars of say group can employ to refine their
probism solving skills and bring them to bear on real-life, day-today group neads. Based upon » particular view of human
beings, communication, and the process of inquiry, DAP invoives the membars of 2 group in generating and wusing three kinds
of information: designetive information (D} sbout the “what is” state of some one or some thing; comparable appraisive
information (A} sbout “what is preferred;”” and prescriptive information {P) that suggests what to do when discrapanciss can
be identified between “what is" and "“what is preferred.”

As group membaers generats and use these three kinds of information, they mowe systematicatly through three different
phases of the probilem soiving process. They begin by identifying thair individual and common problems cledrly and speci-
fically. They then develop plans or preacriptions for desling with the most critics! of those common problems. And they
compiete the cycie of problem soiving by impiementing their plans, monitoring effects, and evalusting their success as joint
probiem soiving systems.

Two relatively simple, but terribly powerful conceptualizations undergird the DAP approach 1o isentifying and resolving
problems or needs within groups. One of these provides us with a2 way of thinking clsarly about needs, needs sssessment, and
need fuifillment. The other provides us with & way of thinking sbout communication within and across groups.

How we think about needs or probiems takes its cues from C. S. Morris, 8 communication theorist who has helped us
distinguish clearly among designative inquity, appraisive inquiry, ang prescriptive hquiry-ﬂn ource of DAP. To be more
specific:

~ When any of us tries to identify “what was, is, or will be’ with respect to oursaives, othars, or the world out there,
we're sngaged in designative inquiry and the product of our efforts is dmgmm information. "Yesterday was
Sunday.” it's now sfter 2:00 p. m." "*Tomorrow | will be in Chicago.” “Feii it certainly basutiful in the Appa-
fachians.” it is 80° in this room.” All of thess statements provide designative information, for they attempt to
describe what was, what is, or what wiil be.

~ By contrast, when we identify our preferencas or desires for the past, present, or future, mrungawd in a very
differant king of inquiry, for our words become value-laden, and they describe, not “what is,” but, rather, “'what
is praferred.” We call this sacond kind of effort sppvaisive inquiry end the information itprodueu isive
information. For instance, "s have aiwsys preferred ice cream to pie.” “My desire is to be an educator.”” "'t wish
that it was 70° in this room,” These are appraisive statements.

-~ Now, needs or probiems arise when thare is & ciear discrepancy or mismatch between “what is” and “what is pre-
focred,” betwesn the designative and appraisive information we have sbout ome common refarent. “Johnny
raads two levels below grade level; we prefer him to read at isast at grace fevel.™ it is 80 degrees in this room;

§ prefer it to be 70 degrees.” Thase are statemenis of nsed.

- To complete the cyele, there is yet a third king of inquiry and resulting information thst we call pfmriptin inguiry
snd prexcriptive information. As the words suggest, prescriptive inquiry stiempts to idemtify specific actions, pians,
strategies, tactics, and 5o forth that, if implementad, will reduce known discrepancies between “what is' and “what
is preferred.” Sometimes, prescriptions sre desi toehange “what is"~the designstive state. *"Turn on the air
conditioner to raduce the temperature from to 70°.” Other times, they are designad to change “what is pre-
fsrracdt”’~the appraisive state. Either way, homw thw take their cues from clsarly identifisd neads that have been
defined in terms of “what is” and “what is pufcmd."

*Adaptad from

Nsgie, John M. Two conceptuslizstions that undergird the 1880 Needs Assessment Project of the Appalichia
Educations! Laboratory. Paper presentation at the annusl AEL Conferance on Improving Education through
Research and Development. Charlaston, West Virginia, October 198D.

Nagie, John M. sncé James K. Baiderson. Gtcup problem solving: The DAP spprosch. Final Project Report.
Center for Educstiona! Policy and Management. Eugene, Oregon, March 1874,
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in AEL’s Newcis Asmssment Project, there were two specific infiusnces of this perticular sonceptusiization of needs and
meeds assamment:

- First, in our effort to distinguish clearly throughout the project between identifying mndson!hone hand snd,
on the other, dewveioping plans to meet thom needs. Tiwcughout the project, we have tried assiduousiy not to |
mix thess two related, but very different kinds of activities. -

— And ssconds, in our #ffort to state needs in terms of ciear discrepsncies between “what is™ and “what is preferred.”
Whether stated by perticipans in State Confarences, sent to others for validation, sharsd with state epartments,
o used by AEL's Board and staff to prepare long-term R and D agendas, the sducationa! nasds thet provided
win for the froject were consistently framed in terms of parallel descriptions of what is and what is preferred
alth repect 1o some referent.

The scond concsptusiization that undergirds DAP has to do with levels of communicative contact among human beings.
#t infiuenced, rather subtly, the sequence of activities that comprised the Needs Assessment Project. Think for 8 moment
sbout what happens when you communicats with others, and see if these five levsls of communicstion contact are in evidence:

Lovd One:  Fidality

That is, whan i give 8 message 16 someone eise, can he or she replicate it faithfully. Sometimes,
fidelity of contact is all | want {(e.g., reserving 8 fiight to Chc‘Cston when § know precisely the
fiight | want}; more likely, howsver, fideiity is just the first 26p, but & very necessary one, in

my sfforts to communicate with others.

Levi Two: Understanding

That is, does the parson who can replicate my message aiso understand it? Doss he errshe know
what | meon? Can he or she paraphrase the message to my satisfaction? If so, we've achieved
effective communicative contact st the levei of understanding.

Lovel Three: Accoeptance or Agrssment

Doss the person sccept or agree with my message? That is, does he or she accept 8s true my
assertion of what is? Doss he or she thare my assertion of what is prefacred? Doss he or she
agree that the nesd | have identifiad is indeed a need, or that 2 prescrigtion | have developed
has 3 high probabiiity of meeting the need to which it is addressed. "

Love Four: importance or Reievence

Whiie the person may be able to replicate my message, while he or she msy understand it and
meybe aven agree with i, does the person place the same priority on it that § do? isit as
important to him or her as it is to me? Testing our priorities is the challenge of this fourth
leve! of communicative contact, ;

Lavel Five: Commitmant

Uttimately, of course, assuming that communicative contact has been sffective at the prior
four leveis, the final test of my effont to communicats turns on whether the Person is pre-
pared to behave consistent with my message. It is 8t this s age that descriptions of what

is and what is preferrad, statements of need, and descriptions for action move from the
domain of linguistics to the domain of behavior. : .

The goat of the AEL's Needs Assessmant Project was twodold: first, to identify educstional nesds as they were per-
ceived from & variety of perspectives; and than to process those nesds through a sequence of steps and with a variety of
persons in arder to produce 3 et of prascriptions of “action plans™ for desling with those needs that sre amenable to R
and D and shet were percaived by most participants to be most important, :"gvoupm this muiti-step process, our impli-
cit gos! was 10 focus on needs that can survive the five leveis of communicative contact just describad-fidality, under-
standing, agreement, importance, snd commitment. Thus, the four major sctivities that comprisad the project, made
operational the two basic conceptualizations undergirding DAP-its three kinds of inquiry and its five levels of communi-
cative congace. .

Appalachis Educstions! Laborstory, inc.
Edscational Services Oftice
F. O. Box 1348, Charleston, WV 26325
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NEEDS ASSESSMENT CONFERENCE ACTIVITIES

An sanotated list of the eight activities that comprise 3 needs ssmssment conference:

Activity 1:

Activity 2:

Activity 3:
Activity &:

Activity 5:

Acivity 7:

Activity 8:

An Overvisw of the Conferesnce

'i'his activity midls'anmiu of the conference-its purposes and processes. Personal introductions
occur, the question that drives the conference is presented, the eight activities of the conference are
driatiy explicated, and the agends is pressntsd. :

Generating initial NeeS Statsments

A peed statement is Sefined and ifiustrated, practice in identification and generation of need statements
occurs, rules and procadures for generation are explicated, and finally, statements of need are generated
by four smali groups. This is whare the grist is produced.

Searching for Clerity Within Esch Group

This sctivity provides an opportunity 1o address the question of clarity and understanding within each
of the four smali groups. Focus is on mesning of sach statement, not on the truth or value of its assertions.

Confirming Clarity Acroms the Groups

This sctivity providss an opportunity to address the question of clarity scross the groups, ie., are the
statements ciear to individuals who were not part of the generation process.

Praparing Each Group's Prouct

This short activity invoives preparing on & x 6 cards the reviewsd and refined statements. These csrds
wil! be usad extensively in the next activity.

Coilspsing Nesd Statements to Remove Redundancies

This activity produces two products: a verbatim list of statemants taken from the cards and g revised
set of statements~collapsed and edited to reduce redundancy or ambiguity. This involves sorting the
need statements into Ciusters and rewriting. Two versions are prepared: one typed on siips of paper
for aach participant and the other prepared on transparncies.

Reviewing and Approving the Revised Need Statamants

in this activity, the products from preceding sctivities are reviewsd and then, using overhead transparencies,
sach revised need statement prepared for the total group is reviswsd andi approved, Any editing which
cccurs on the acetates is aiso recorded on the corresponding slips of paper.

Asssing the Importance of the Need Stataments

in this sctivity participants discuss (pro or con} from rheir particular perspective sach need statement,

They then rate the importance of the necds described in sach need statement using a modified Q sort
technique.

The first five activities comprise the first aftsrnoon’s session. The sixth is carried out at night by the Conference
Coordinators. The sevanth comprises the next morning’s session, and the eighth activity is the major activity during
the second sfternoon, :

Educational Services Office
Appalachis Educstional Laboratory
Charleston, West Virginia
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PURPOSE:

PROCEDURES:

OUTCOME/PRODUCT:

ACTIVITY 1

The ru-d0se of this activity is to provide sn overview of the

- confere: te, its purposes and processes.

Begin the conference with 3 weicome {by one or more
appropriate persons).

. Explain the purpose of the conference—to learn what the

participants consider to be the most important educstional
needs of the focal schoo! district. :

Provids s brief explanation of the 2-step process: (1) identi-

fying the needs, and {2) assessing their importance. The
processes 10 be 1246d are structured, group processes,
requiring public display and review of many of their delib-
erations. inform pa:ticipants of any validation activities
that will be conducted in connection with the conference,
and give them some information about how the resuits

of the Needs Assessment wili be usad.

introduce the generz! categories of people who are
participating in the conference, and then aliow each

. individua! to make his/her own personal introdustion

and ideniify the category represented.

Give a brief overview of the eight activities that will
take place during the conference.

The participants have the “content” and the conference
coordinators have the “‘process.” Together, they can
create an sffective conference and a useful product.
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ACTIVITY 2

PURPOSE: The purpose of this activity is to have conference participants
generate, in smail groups, the initial set of nead statements.

PROCEDURES: Provide some general information about the mesning of a
“nead statsment” and the procedures that will be used to
generate it. Ask that they avoid the generation of "“prescriptions”
as much a5 possible, and to focus instead on actuai needs.

Define & need statement by identifying its three parts:
{1} areferent or broad topic,
{2) s description of what is with respect to that topic,

(3) s comparabie dascription of what is preferred with
respect to that same topic.

A need (or need statement) descrides s discrepancy between
what ic and what is preferrsd. Give a faw examples of need
statements that have been written in this format,

Conduct a two-part practice session in which participants first

. take 3 fist of statements and identify each one as s what is
or what is preferrad statement. in the sscond part, have
them actually gensrate several need statemunts, using the
three parts described above. Then have them read their state-
ments afoud for group discussion.

Be sure everyone has in mind the question that guides the
conference: What &2 you, as 8 group, consider to be the

most important educational neads of your local school district?
Ask the participants o go to their assigned groups. identify

a recorder and begin generating need statements (on butcher
paper} with no questioning of clarity or understanding.

CUTCOME/PRODUCT:  The initial set of need statements, genersted in smatl groups.
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PURPOSE:

PROCEDURES:

OUTCOME/PRODUCT:

PURPOSE:

PROCEDURES:

OUTCOME/PRODUCT:

ACTIVITY 3

The purpose of this activity is to search for ciarity and
understanding of the need statements within sach group.

Vihile remaining in the original groups, have participants
discuss sach statement for clarity snd understanding.
Do not silow questioning of truth or vaius, and insist
that they focus on meening. =

Have sach group seiect 2 modomor t® kup the discussion
moving, and to generally heip the group achiseve consensus
on the meaning of sach need statement. in addition, sach
group must select a recorder who will make notations of
any nacassary ecliting on the originat set of need statements.

Using 8 3-point scale, have sach participant rrte the

ciarity of sach need statement. Then, ask that they discuss
sach need statement, focusing on them one st & time,

using the clarity ratings.

The outcome or goal is two-fold:

(1} to achieve reasonable consensus among group members
on the clarity, snd

(2} to make certzin the intended meaning would be ciear
to pecple outside the group.

ACTIVITY 4

The purpose of this activity is to have people who were not
party to the generation of the original need statements
confirm the clarity of those statements.

Ask that three members of each group (exciuding moderator
and recorder) volunteer to move to another-group. Then have
the “new” members of sach group use the procedures from
Activity 3 to rate clarity of the need statements. The intent
here is not to find fault, but to bring the mm of

persons whio have not been party to sach group’s deliberations.

This visit ought to confirm the genara! success of each group™s
earlier ssarch for clarity.

A st of need statements that are clear, not only to the group
of people who generated them, but 2iso to individuals outside
that group.



PURPOSE:

PROCEDURES:

OUTCOME/PRODUCT:

. | PURPOSE; o

PROCEDURES:

. After all cards have been reag

OUTCOME/PRODUCT:
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ACTIVITY S

The purpose of this activity is to get the “final” version -
of the need statements transferred from the butcher -
naper to § x 6 cards.

Ask that the visiting membrs returr, to their original
groups for this activity.

Hmuehg'oupmwaﬂmiboknﬂ\ciumemtnm
refine them as necessary in light of the suggestions
offersd by the visitors. When groups are satisfied with
their protiucts, have them write sach nsed statement on
auparm4x6car¢ The group identificztion must
sppesr on sach card, and the statemants must be written

_in the 3-part format {referent, what ic, what is preferred).

A!fmdmamentsmwedbvﬂnwups. in final
odimdform mﬁ % 6 cards.

v

ACTIVITY 6

The purpose of this activity is t0 remove udu;tdm:ies and
colapse simifar or related statements into one.

The activity is performad by the conference coordinators

. and occurs during the evening, following the first day’s

conference activities.

Read sach card, snd group together those statements that

seem to be addressing the same or closely related needs.

and placed in 8 group, one or more
revised need statements must be written for sach group. The
revised need statements sholild be reducad to two components—
what is and what is preferred. The referents will have served
their purpose by this point, and can be dropped.

Two products will resuit from this activity:

(1) atyped verbatim list of the nead statements, exactly

as they were written on the 4 x 6 cards,

_ (2} dthx_ statements, collapsed and revised as nacessary to

raduce redundancy or ambiguity.

Produce & complete sst {photo copy) for sach participant
and one set on transparencies for use with overhead projector.
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: PURPOSE:
*\\ | | ’ N .
\ - &
_ PROCEDURES:
OUTCOME/PRODUCT:

ACTIVITY 7

The purpose of this acivity.is to have the purticipants_
review the revisec/collapsad statements for ciarity, and to
insure that none of their original ideas were lost.

Distribute to the participants the typed verbatim fist
of need statements snd give them a few minutas 0 read/
review the iist:

Next, distribute the set of revised need statements. Give
8 brief overview of the proceduras used the night before
to remove reduridancies, coliapse ang write the revised

~ Using the overhead projactor and transparenciss, review each
. statement with two concerns in mind: ,

(1§ ﬂefhemmentsasciearastﬁmm the verbatim list?

{2) have any of the ideas presented in the original need
statements been distorted, ignored or overemphasized?

Record any editing by the group éincﬂv;on tﬁe transparency,
and instruct the participants to record those same editings
on their set of need statoments. .

After 3!l need statements have been reviswed and any editings
recorded, ask the foliowing question bsfore proceeding to ‘
Activity 8: Taken asa total set, can you accept the need
statsments that we've just reviswed and given a finai edit a5

s fair representation of the muitiple nesds that were identifiad
yastarday in the smail groups? |

A set of revisad/collapsed nead statements that have been
confirmed by participantstobe s fair reprasentation of their
gerceim needs. o
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PURPOSE:

PROCEDURES:

OUTCOME/PRODUCT:

ACTIVITY S

The purpose of this activity is to silow each participant to
rate the importance uf each need statement that was reviewed
by the group in Activity 7.

Conduct this activity in a two-step process, considering
sach statement one st a time:

First, give participants the opportunity to argue the importance
of the statement from their particular perspective {e.g., parent,
teacher, student).

Next, aliow each individuasi to draw his/her own conclusions
about the importance of the need statement, and to rate that

statement accordingly, using 3 O-sort technigue. Rating should

be done in terms of three considerations:
{1} the personal priority placed on that need,

{2) the potential impact on the school district if that
need were met, and

{3) the comments or arguments made sbout that need
statement.

. The complete set of conference need statements, ratec for

importance by a!l participants—the final product.
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Appendix E
Haundouts VI 6 ~13
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Handout VI-0
¥As Others See Us"

Grade Yourself as a Listener

We often spesk of “listening skills" as if ve either did or didn't have
them. The truth is that we listen to different people ia different
circumstances in different ways. Since we as teachers often grade children op
tbeir ability to listen, let's turn the tables und pretend that other people sre
grading us. Circle the grade that you think the persom om the left would give
you on your ability to listen.

Rater Grade | - ts
Best Friend B C D 4
President of school board B e D F
Children you tesch

Your own children

> > > > >
-~
[#]
L+
Lo |

Your spouse or parents

Psrents of the children
you teach A B c D F ,

Principal during teacher's
meeting ' A B C D F

Superintendent in a
one-to~one conversation A B c D F

1f there sre differences, what might be some of the reasoms?
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Handout VI-?
¥

‘ Telephone Tips for Teachers ‘
For Introductery oxr "Good Kews” Cslls For Calls About Problems or Concerns

Mine Mine

Others'’ Others'
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Handout VI-§

’ School-Family Telephone Recopd

Teacher's Name:

Student's Name: : ; L

Parent ‘s Name:

Telephone Number Called:

You may wish to use this same record for calls from the family to you. Simply
record "H"™ in the Response columa.

Dsy/Date Time Responsa¥ Comnments

6. ‘ ¢

Additional Comments/Recoid:

%A, Spoke With Parent
B. Busy Signal
C. No Answer
D. Disconnected Telephone
E. Scheduled Call Back
F. Ko Adult Bome
G. Declined to Spesk
H. Fsmily Initiated Csil
I. Other:
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Bandout VI-9
. Improving School-Family Relations Through Eecorded Kessages
"Dial-A-Teacher"
The Messgge
1. 1Is for a general audience.
2. Must be short sad to the point.

3. Should be available at a regulsr time and day.
Should have the message changed regularly.

4., Should be pertinent to the child's work and
should make suggestions for what parents cac do.

Ideas for Putting on s Recorded Nesszge
Genergl Your Age/G e Level




Eandout VI-iQ

Idess for Messages and Special Recognitions

Idess for School-Family Specisl Recogrition For an Individual Child




Hsgndout VI-ll

~ . Class Calendars, Newsletters, or Hewsbriefs

ldeas for School-Family Commupicstion Through s Class Newsletter or Newsbrief
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Mandout VvI-12

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY
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Bandout VI-13
- . Dear Collesgue: -

Esrlier this yesr you received s self-instructional module about and
& sample of sn "scademic guidance sheet." The sheet was to send home to
parents to help them anslyze why & child might be having trouble in school
and then take appropriste action. To find out if the sheets wvere useful to
you and the parents, we are asking you to answer the following questions
and return to . '

How many of the academic guidance sheets did you send to
parents?

Bow many interim progress reports or academic deficiency
"~ reports did you send to parents?

How useful do you think the academic guidance sheets were
to parents? (Circle ome)

Very useful Useful Rot &t s8ll useful

What suggestions do you have for improving the scademic
guidance sheets? .

r

What comments did parent have, if &ny, about the interip
progress reports and acgdemic guidance sheets?
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Do you have any indications thst parents took sny of the
suggested actions?

Other comments:

Thank you for your help.
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Learning to be & Better Parent
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IEARNING TC BE A BETTER PARENT

wWhat ¢o do: ‘First. read what it says below ghout each thing Name
‘ you might lgarn more about. Then decide how much you feel Q:
you need or want to learn more about that. For examplc,
if you feel you already know all or just about as much as My City & State

you need or want to know about “"How Children Grow and
Develop,” thun sark the box Nothing More At All. Kowever,
if you feel you need or want to lcamm more about that, My Children's Ages (in years)
then you Jay wish to answer A Little More or A iot More.

Put a check mark (7 in the box under A Lot More, A Littie ‘

More or Nothing Nore At All for each question. We are Name of Nearest Grade School
interested in what you feel. You may, of course, feel that
you need or want to learn more about some things, and no-
thing sore about others.. No one will judge you as a parent,
vhatever your answers are. I{ you 40 not want to answer a
question, then leave it dblank’

' NOTHING MORE

A LOT MORE A LITILE MORE ’ AT ALlL
I. ROW CHILDREN GROW AND DEVELCP. How much do you feel you
need or want to learn more about: .
1. Where you can find out about how children develop. {) () ()
Z. What your child should be able to learn at his age, :
$o as notto “push” your child too much. () {) ()
3. Bow children grow into special, one-of-a-kind peopls. () () - ()
4. How the world looks and sounds to yourx child, and
«how £0 help him lesrm about it. () () ()

5. How your child's personality is formed.
6. How your child learns to use his body by playing

@ (runs, jumps). () () ()

IX. TAKING BETTER CARE OF YOUR BABY. How much 4o vou feel you
nead or want to learn more about: .

IToxt Provided by ERI

1. Wwhat happens before the baby comes (what to eat; what
drugs not to take; how long to wait before having
0 another baby; things that can happen to the baby). {) {) {1
2. How babies learn to talk (what the baby hears; what
it learms from what you do and say). ) {) (2
3. Helfing the baby feel good (not too waim or cool;
enough to eat; food that might upset the baby; giving
the baby room to move arocund). ° () {} ()
III. TREATING YOUR CHILD LIKE A PERSON. How much do you feel =
you need or want to learn more about how to:
1. Tell what children are doing by watching tham. () () ® {)
2. Help your child see and accept his or her own feelings. () . () { )
3. Show love and care to your child. . () () _ { )
4. Talk with your child about his problems and answer
his guestions . ) () ()
5. Help your child toc behave when he starts to fight. () {) ()
.9
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6. Help your child leam to get along wits family
and friends.

7. Help your child see vhy rules ave good.

IV. TAKING CARE OF YOUR PANILY. How smuch do vou fesl vou

need or want to_learn more about how to:

1. Pick things for tha child's bed and.for him to
waar {so that they last and are easy to take
care of).

2. Find and take carse of a home for your family (how
to shop and pay for housing and furniture).

3. Pick the right foods and take care »f them so
thay will not spoil (fix meals that are good for
your family's health).

V. TERCHING AND TRAINING YCOUR CHILD. How much do you feel
you need or want to lgamm ®ore about:

1. What ways of teaching will work best with your
child (the way you teach; use of boaks, TV).

2. How to coatrol your child by using reward, praise
and correction in a loving way (how to help your
child control himself).

3. How to teach your child to be neat and clean and
to show good manners.

4. How to get your child to go to bed on time (and
to rest or take naps).

5. How to get your child to change fros doing one
thing to doing scmething else.

6. How to plan your child's use of TV (picking TV
programs, not watching tok much TVi. -

7. How to place your chairs, tadles and other things
go that your child will have roow to plsy and learn
{and keeping some things out of sight so your child
will not want themj.

8. How to feed your child; teach him to feed himself;
and make sating fun for your child.

S. How to tesch your child to dress and undress.

10. How to help your child think for himself {(choose
what he wants to do; make plans).
11. How to teach your child to tell right from wrong

{to be moral).

viI. KEEPING YOUR FAMILY SAFE AND WELL. Low much do you feel
you need or want to learm more about ¢

1. How to keep your child fros garting hurt {and how
to give first aid).

2. How to keep your child wall (get shots and have the
doctor check your child}.
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what to do:

IX.

NCTHING MORE

A 10T MORE A LITTLE MORE AT ALL

3. How to know if something is wrong with your

child (is not leamning: cannot walk well; can-

not see or hear well). {} () ()
4. How to know when your child is sick (has o fever )

or says he hurts some place). () (). ()
5. How to pick things that are safe to play with. () () (G
6. How to tell if your c¢hild ic growing right . '

(body size, height, weight). {) () ()
TAKING CARE OF THINGS AT HOME. How much do you feel
you need or want to iearn more about:
1. Kaking good use of your time (plan your time for

child care, house work, school or job, time for

yourself and your friends). () {) i}

Getting good help with child care (day care, baby

sitter, nursery school). () () ()
3. How your child deals with the way that your family

lives (pecple in the home, what they do together, .

how they get along). () () ()
4. Finding help for people who don't take care of

their children, or who hurt their children. {) {1 § { )
YOURSELF AS A PARENT. How much do vou feel you need
Qr want to learn more about:
1. Your own feelings and habits and how these help

or hurt your child care (how they affect your

child care). (1 () ()
2. Your need to make your child mind you (how your

own needs can affect how your child feels about

himgelf, and your child's learning}. () ] ()
3. Why your child will not mind you and how this

bothers you (how to get over being upset). {) () { )
4. How to be sure that you are doing what is best

for your child (or your worries about what other

peocple think). {1} () ()

Just as before, read what it says about each thing frow which you can learn. That is, if you
think you would enjoy learning about being & better parent from "reading books," then you may wish to answer
A Lot or A Little. But if you would not enjoy learning from "reading books,”™ then mark the box Kot At All.

You may, of course, think that jou would like to leam from some things and not from others. Put a check
mark (s in the box under A lot, A Little or Not At All for each question.
A 10T A LITTLE NOT AT ALL
HOK .0 IEARN ABOUT BEINC A BETTER PARENT. How much
would you like to learn about being a better parent from: @‘“
1. Reading books. () (3 {)
2. Talking with parents in group meetings. () {) { )
3, wWatching & special TV series. () () ()
’
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4. Seeing movies near my home (at a gchoul).

5. Having a person visit my home and talk with me
each weak. '

6. Seeing siides and hearing & person tell abnut
them.

7. Reading adout this in magazines ur in small
newspapars (4 to 8 pages long).

8. Hearing & special radic series.
9. Listening to records or tapes.

10. Playing games that teach me €O be a bcetéx parent.

On TV or radio or in the movies, how much would vou like to

leam from:

1. A funny show (humor, coxedy, jokes).

2. A talk show with well known guests and éumts.
3. se.ox;iu about real pecple (not humor}.

4. Spacial stories done by actors (not humor).

S. An M.D. (doctor} or other axpert.

6. A show that goes into real people's homes.

OTHER IDEAS. What else do you think you need or want to

learn more about in order to bs a better parent? Print
SO that your ideas will be easy to read.

A LITTLE

()

()

NOT AT ALL

()
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Append.x G

. BOMIRAL GROUP TECHNIQUEZ: Guidelines for
Conducting NCY Meetings
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Nominal Group Technique-

Guidelines for Conducting NGT Meetings
Andre L. Delbecq. Andrew H. Van de Ven, and Dovid H. Gustafson

In order to illustrate the NCT [Nomins! Group Technique] process. it will be usefu
to set up an imsginary meeting situation. We will use the case of twanty panticipants
from various large organizations. attending a training conference on group technigues
Our illustration will be a demonstration NGT meeting. the purpose of which is toaliow
participants to develop questions concerning how fo eonduct such meetings in back-
home settings.

There is a sscondary beneft in selecting this particular case iilustration. The illus-
trated meeting format has been shown to be an effactive treining device which readers
may wish {0 use a3 8 means to introduce other individuals to NGT.

Reprinted from Croup Techniques for Progrom Piznning by Andre L. Delbecq. Andrew

M Van d: Van and David H Cusiefson. pp 40-86 Copyright « 1878 Scon. Foresman and Com-
pany

En
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Figure 3 Meeting Roorn Arrangement for Three NCT Tahles

Thus. the leader's welcoming statement shouid include:

1] A cordial and warm welcome.

2} A sense of importance conceming the group's task.

3} Clarification of the importance of each member's contribution.
&} An indication of the use or purpose of the meeting's output.

We can exemplify such an introduction by going back to our illustration meeting
of twenty participants from large organizations gathered to learn about the NCT tech.
nique The jeader of the meeting might begin as follows.

"I wan! to express my appreciation to each of you for attending this workshop on
NGT. I am sware that there are many other training opportunities as well as in-
formal activities going on at our convention at the present time. | appreciste the

sacrifice you have made to take advantage of this workshop. I welcome each of you
warmly to this session.
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Group

Dewusion Making

The leader passes & set of worksheets to each table. Worksheets ure $iMply lineg
tabiet paper with the nomina! question written at the top. '

can proceed to share our ideas. Are there any questions? Let's proceed then with
our individual offort for the next Sve minutes B

The leader turns to his own worksheet and bagins to write.

Step 3 guidelines. There are four key guidelines for serving as lcsder in Step 1

1) Resist nonprocess clarifications.

2} Have the question in writing.

3} Mode! good group behavior by writing in silence. .

4; Sanction individusls who disrupt the silent independent activity.

It is important to nete that . . . the leader should avoid providing snswers to the
question for the group. Experimenta! evidence clssrly shows that g lsader who en-
gages in detsiled clarification of group tasks tends o lesd the group toward his or her
interpretation of the task In this case. the more the leader ““clarifies” the question by
providing exemplary answers. the more the group focuses on the lsader's frame of
reference.

For example, if the lsader in our case illustration was asked: “By barriers. do you
mean lack of necessary skills?" and answered by seying: “Sure. that might be a barrier
For example. perhaps the person trying to use the technique back home did not have
pricr experience with the technique.” he or she will have le? the group to focus on
leadership skilis as a barrier. In fact. for the particuiar group of administrators present.

other barriers such as status impediments. SFoup compositions, stc.. might be far more
important.

The appropriate answer the lsader should give is: “Any barrier which comes
to your mind should be written on your worksheet.

if & member of the group still asks for greater clarification of the question. s useful
techrigue is for the leader to answer: “Think of the Question as an inkblot. [ want you
to look at the words on the worksheet and write those ideas which come te your mind

when you read the question.” Such s response is obviously dependent on baving the
Question in writing in froat of the group members.

As alternsiives fo worksheets. the ieader can write the stimulus question on @

flip chart in front of the group. In eny case. having the question in writing cleasly sids - -

group concentration on the sppropriate question and decreases need for clarification.

The NCT leades is normally not an sutsider ¢ the meeting. but rather s workins
participant. As such. he or she should provide a mode! of $ppropriste group behavior
during the silent generation phase. A leader who is working hard at the task pravides
& example of good group behavier. A leader who distracts the Foup by engaging
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Group
Decision-Aaking

sation of pmi:ipasion' increases Foup creativity. The ryther mechanics] formar of

A major concers in group meelings is problem-centeredness. Earlier we docy.
mented the impertance of & group identifying all the elements of o problem and avouq.
fng premature problesm definition. By listing the extire array of ideas before discussion
and voting. the group ensures that significant ideas wil] ot 8¢t lost or forgotten Lisis
also facilitate hitchhiking and sljow for the considamtion of conflicting ideas withoy!
pressure.

The fact thas a list is written is of particular impostance. A written idea is more
objective and less personal than a verbe] ststement. if the idss is in writing. ind,-
viduals are better able to separate it from the personality or position of the individual

As & 31 b nule of thumb. individua's remember 40 percent of what they can hear
but 70 percent of what they can both see and hear. The writtsa list also becomes the
group’s cecretary, providing minutes and s working draft for later refinement.

fro

as well. It is not unusual for as much as a thirg of an individual's iSeas relstive 10 a
problem to remsin unspoken. Embarrassment, conservalism: fear of self-disclosure.
etc.. contribute much to the often spoken of “hidden agends.” In pilot studies. indi.
vidual group members were asked 1o present their entire list to the group at aae time.
The effects were to: {3) have members hide 8 substantial number of idsas: snd 12
decrease the depersonalization of ideas since it was sasy 1o identify a cluster of ideas
with an individua!. Round-robin listing minimizes both negative features. Fisst.
individuals are given models for self-disciosure. The example of oarly risk-takers
encoursges other group members to present more controversial ideas. Second. as
the list progresses in length. it is more and more difficult and less rewasding to try 1o
remember who presented what ides. Instead. the jist becomes a depersonalized group
product.

Finally. the written list is an important early group reward. Members are impressed
with the ammay of ideas generated by the group. the amount of overlap of ideas providing
sreas of agreement snd consensus. the differentisted contridbutions of individual group
members. and the immediate richness of resources for further analysis. At the same
time. the group is protected a3ainst premature focus on selected idess or problem
simplification.

ingsmuch as round-robin listing is st the heart of the NCT feedback process. care-
ful attention to this step is warranted.

Siep 2 guidelines. Leader requirements for this step include:

1) Cles: verba! statement of the step:
8. the objective is to map the group’s thinking,
b. ideas should be presented in brief words or phrases.
c. ideas will be taken serially.

281
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chmaon-Makmg

There are situations where individuals seem incapable of presenting theis 1gpag on
Urief sistements. A member might say: “The need for sdequate physical facilities jimii,
the sffectiveness of the technigue to.special situations and pWysica! location;s - Recorg

tions with individuals of very fimited education) it is appropriste for the recorde: 1o
help 8 member summarize or abbreviate idass. This, however. should be avoided « here
possible. The advantoges of using the werds of the §roup member are: {1} an increaved
perception of squality and member importance: (2) greater #%o identification with the
task: and (3) & lack of feeling that the leader-recorder is manipulating the group

Members of NGT groups wil] sometimes engage in ane of severa] distuptin e he.
haviors during the round-robin listing phase. These inciude. trying to discuss ideas
rather than list them: arguing with ideas as they are presented. asking the feader t»
tule on duplications; and engaging in side conversations. All of these behaviors shouid
be sanctioned when they occur. A member who says: “I'm not Quite sure of this idea
Perhaps we should talk abous it before we put it on the list.” should de encourages to
simply list the ides with an indication that adequate discussion time for all ideas .}
follow.

The decision as to whether an item is the same as or different from an carlier iges
should not be dedated. Place responsibility back en the group member by saying “If
vou feel your ides is slightiy different. fet's put it up on the chane.

The goa! of Step 2.then. is o rapid. accurate list of idess in brief waords or phrases.
recorded in writing cn & flip chart in front of the entire Foup. This list becomes the
guide for further discussion and a depersonalized mapping of the group's idestion.

Step 3: Seria! Discussion for Clarification
The third step of NGT is to discuss each idea in turn* The benefits of this step are

1) Avoidance of focusing unduly on any perticular ides or subset of ideas
2} Opportunity for clarification and elimination of misunderstanding
3} Opportunity to provide the logic behind arguments and dissgreemsnts.
4] Recording of differences of opinion without undye argumentation.

Seria! discussion means aking each ides listed on the flip chart in order. and al-
lowing & short period of time for the discussion of each idea The leader points to Jtem 1.
reads it out leud. and asks the group if there are any Questions. statements of clarifica-
tion. or statements of agreement o disagreement which members would like to make
about it. The Issder allows for discussion. and then moves the group on to ltem 2.
Item 3. eic.

The dynamics of the msulting communication concerning each idea are important
to understand. First, the central object of the discussion is to clarify. not 1n win argu-
ments. In its simplest form. clarifcation helps othesr members understand tne meaning
of the brief words or phrases on the chart. fit is hardly necessary o bejabor the poin,
that written communication is often subject to misunderstanding J Aftcr g brief explana-
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296 “Finally, iet me point out that the author of the item need not fee) oblied &
Croup clarify or explain sn item. Any member of the group can piay that roje
Dewsion-Aoking {Going to the flip chant. the Isader points 1o ltem 3.] "Are there &Ry Questions,,

Comments group members rould like to make sbout ftem 3

items. For mmpt!;;;i gze_ pr Jenesates eighteen jtems. the Srst
discussed ionger € later items. This wil] ao! affect voting so #s the Jaje;
items are discussed long sncugh for sdequate clarification. P;om:!t wﬂx?:iso become
mare time conscious as the discussion progresses and more disciplined in evoiding
lengthy. nonfunctions) discussion.

Where an argument occurs, & Isader can intervens by saying: “I think we ynger.
stand both points of view at this point. Perhaps. however, we should move on 1o the
aext item in the interest of time.”

Since perscas! satisfaction is related 1 the Opportunity to discuss items. the leader

should not overpace or drive the Sroup through the item Jigt Groups generaily wipy
pace themseives if the jeader clearly indicates the avaiiable time for this step of the

Finally. we should note ﬁm individuals should not be asked 1o clasify their own
items. Imagine & situation when @ suborginate techrician listed an item sickas “In.
adeguate supervisory clarificsiion = Seveni sdministrators are present. including hs

do you mean by thas statement?” it coyld put joe on the spos. A skillfu! leader shoyid
alwsys intervene and s3y: “Let’'s not ask individuals toexplain items unless they choose
‘ to. Mary, what do the words mean to you?™ Although most of the time individyuals will
volunteer to clarify their owp items. the precedent should be established thes clarifica.

tion is @ group task. not Decessarily the unilaters] responsibility of the author of the
item.

Step 4: Preliminary Vote on Item lmportence

The average NGT meeting will generate over twelve items in sach group during its
idea-generation phase. Through serial discussion, §roup members will come to unge:.
stand the meaning of the item, the logic behind the ‘ter. and arguments for ang agsinst
the importance of individua! ftems. In some manner. however, the §roup must aggre-
gate the judgments of individusl members in order to determine the relative importance
of individus! items.

Mansgement Science has devoted grest effor 1o determining 8ppropriste macha
nisms for aggregating BroUDp judgments. It hag beep shown that the following method

increases judgmenta! ccuracy (the ability of ¢ 8rOup to arrive at 3 decision which re-
flects true group preferences):?

1) Having individua! members of the Broup meke independent judgments.

2} Expressing these individual judgments mathematically by rank-ordering and/or
rating items.
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Sroup
Decsion Making

ITEM VOTES

1 3.2
2 1
3 §-5-6-5-4
7 1-2-1-3-3
8 4-3-2.4-2

10 3.2

L e

13 1.2.5.8.3

Now it is clear that items 3, 7.9. and 13, which seemed to be equal in importance
when single listing was used. are really very different in importunce when ranked.

To summarize, we can incresse judgments! accuracy by having group members
make individus) judgments and express these judgments mathemstically. With th;s
brief introduction. we can proceed with & description of 5 simmple voting process often

Step & guideiines. The simplest and most often used voling procedure in NGT is 3
rank-ordering which entails the following leadership steps:

1} Ask the group 2o select from the entire list of ideas on the flip chart a specific number
of “priority” or aost important items.
s have group riembers place each priority item on a separate 3 « § card.
b. after members have their set of priority cards. have them renk-order the cards.
one at 2 lime.
2} Collect the cards and shuffle them. &nd record the vote on flip chart in front of the
goup. -

After @ good deal of experimentation. the above steps have been routinized into s
simple format However, they rely heavily on very clear instructions from the leader.
so the following guidelines should be read carefully.

The leader begins the voling procedure with a statement as follows:

“We have now completed our discussion of the entire ligt of ideas. have clarified
the mesning of each idea. and have discussed the areas of agreement and disagree-
ment. At this time. | would like 10 have the iudgment of each group member con.
cerning the most important ideas on the list. .

“To accomplish this step | wonder if each of you would take five 3 x § jndex
cards.

[The leader hands s set of index cards to participants at the table.]
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{The lssder gives the group an OPPOrtunity to study their cards i

“Please write s number 5 in the lowar right-hand corner of the card and underiine
the number three times.

“Turn that card over and look at the remsining four cards. Of the remain;ing tour

cards. which is the least important? Write s numbe: 1 in the iower right-hand cornar
snd undecline that number thoee times "

The loader then proceeds to have the $roup choose the most imnortant of the re.
maining three cards (number rank €). the least important of the remaining two carg.
(number rank 2} and to have the Poup write number 3 an the last card. Figure § ;1.
fustrates a sample index card. The $roup is given time to reexamine their fank-crder.: -
before passing the cards to the lesder When all the cards are in. the leader shuifles
them to preserve ancnymity. so that no individual member's voting pattern can be
identified. :
ranking one card at s time is to slow the group members n:.
making careful iterative decisions. rather then hasty decisions. The tachnigue of going
from most important to Jeast important is optiona} but helps maintain interest

The leader then makes & ballot sheet on o flip chert. numbering the left-hand side
of the sheet in accordance with the number of items {e.3.. sighteen) from the round.

Figure 3 Index Card llustrating Rank-Order Voting Process.

Number from

original group
flip chant just

{Figure 2}

Lack of skill in conducting :
this type of meeting f

LIPS

Number indicating
tank-order

robin listing. He or she then asks one group member ic read the iiem number and the
tank number from the stack of voting cards. For example. the index card illustrated
in Figure 3 wouid be read 5-2. meaning ltem S was ranked 2. Wit one group member
reading and the leader recording. the preliminary vote is tallied as in Figure 4.
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voies. however, to make sure that the differences aren't anificially caused by unequal
information. misinformation. or misunderstanding.

It is possible that an item recwiving & vote of (5 ~ 5] might be discussed by the two
members who feel the item is the most important. sithough no other group memher.
selected it as one of their pricrity items.

Although discussion pricr to revoting seldom results in radical changes whet.
the judgments of the group are concerned with critical or technical matiers. the adg,
uml ciarification un result in 8 more accurate final vote.

Stop S guidelines. The role of the fude: in St!p S is to;

1) Define the task of this discussion as chriﬁutiea. not social pressure.

2) Ensure that the discussion is brief. so as not to distort perceptions of items not dis.-
cussed. ‘

Studies of voting show that a three-step process - voting. discussion. revoting-
provides & more accurste indication of preferences than voting slone. However. the
evidence is somewhat contradictory. Without getting into the scientific debate we
would offer the foliowing speculstion. groups whe do not talk over votes sometimes
make errors due to misinformation. misunderstanding. or unequal information. A bt
discussion of the first vote assures that this does not occur. On the other hand. hnm{s
discussion of earlier judgments cas distornt group judgment by focusing too much at.
tention on the items discussed as against the tota! arryy of items. Thus. in come studies
discussion decreases sfturacy. In striking a balance between costs and benefits of dis.

~ cussion and revoting. the way the leader introduces Step 5 and the amount of ume

devoted to the step aré important. With respect to the latter. the discussion of the vote
should be short so as not to distort judgments. With respect to role definitions. the
following statements at the beginning and end of the discussion are appropriate

{At the beginning . . .] "It may be worthwhile to briefly examine the voting psttern
in front of us to see if there are any inconsistencies. sutprises. or differences mem.
bers wish to commen? on.

“The purpose of this discussion is not to pressure any member to change his or
her vete. On the other hand. if we stin additiona! ciarification, some members
may wish to modify their original vote.”

[At the end . . .] "Once again. the purpose of this discussion has not been to pres.
sute you to change your criginal vote. Indeed. you should think carefully before
doing sc. However. if you honestly have 2 new perspective as & result of the dis-
cussion. you should change your vote ™

Step 6: Final Vote

Step 6 is the fina! NCT step. This vote combines individual judgments into & group
decision. The &nal vote:

1) Determines the sutlcome of the meeting.
2) Provides a sense of closure and accomplishment.
3} Documents the group judgment.

X3
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ﬂgu_n § A Rauing Form for NCT Fingi Voting
No from Reistive Imponance
flip chan kem Description Not imponant Ven Importadt
, 3] 3 2 3 < 5 6 7 2‘: 9 w
o

- ——

012345370919

X Instructions
1. Choose the Sve most imporntant items from the fip charn. and list them in rank-order sbore
identify the items by using the number and description from the flip chan.

3 Rate each item in terms of itz importance on the 0-10 scale, with 0 being unsmportant. and 10
being very important

~

most important. Then. making use of the rating forms in Figures 5 and 6. members rate
the relative importance of the selected prierity items.

In summary. if one desires an understanding of the magnitude of differences
betweer priorities. & mting of priorities is recommended. . . . On the other hand. if the
topic is very general. # simple reranking of priorities as in Step 4 may be sufficient. . . .

-~

NOTES AND REFERENCES

1. Hitchhiking a5 used here refers to the fact that ideas Jizted on the flip cha.t by one
member may stimulate another mamber to think of an ides he had not wridten on his

worksheet during the silent period In this case. he is free to add the nev idea to his _
worksheet and repon it for bisting on the flip chart when b~ turn arvivas. 7

2. Interaction has a positive impact on evaluation. The benefit of discussitn seems to0
relate primariiy to the opportunity for increased clarification. information giving,
and the sharing of analysis and logic behind judgments. This opportunity for clsri-
fication accounts for the tendency of group judgment to be superior to isofyted

.
f
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Members of the Council for Educatiomal
Development und Resesrch
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MEMBERS OF YHE COUNCIL FOR EDUCATIOMAL DEVELOPMENT AXD RESEARCE

Appalachia Educationsl Laboratory, Inc.
P, O. Box 1348

Chsrleston, West Virginia 25325

" 1347-0400

Fsr West Laboratory for Educational Research and Development
18" Folsom Street

San <rancisco, California 94103
415/565-3000

Center for Social Organization of Schools
Johns Bopkins University

3505 North Charles Street

Baltimore, Maryland 21218

301/338-7575

Mid-continent Regiomsl Educational Laboratory
4709 Belleview Avenue '

Kansas City, Missouri 64112

816/756-2401

THE NETWORK, Imc.

290 South Mzin Street

Andover, Massachusetts 01810
. 617/470-1080

Northwest Regionsl Educational Laboratory
300 s. W. Sixth Avenue

Portland, Oregon 97204

503/248-6800

Kational Center for Research iv Vocstional Education
Ohio State University

1960 Kenny Road

Columbus, Ohio 43210

614/486-3655

Center for Educational Policy and Mansgeumedt
College of Education

University of Oregon

Eugene, Oregon 97403

503/686-5173

Research for Better Schools

444 North Third Street
Philadelphia, Pennsylvsania 19123
215/574~9300
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Southwest Educational Development Laboratory
2i1 East Seventh Street

Austin, Texss 78701

512/476-6861

Institute for Research on Educational Fimance and Governance
CERAS Building, School of Education

Stanford University

Stanford, Californis 94305

£15/497-0957

SWRL Educationsl Resesrch and Development
4665 Lampson Avenue

Los Alamitos, Cglifornia 90720
233/596-7661

Resesrch and Development Center for Teacher Educatior
Bducation Annex 3,203

The University of Texas at Austin

Austin, Texas 78712

512/&71-1343

Center £or the Study of Evaluation
UCLA Graduate School of Education
145 Moore Hall

Los Angeles, Californie 9002
213/825-4711 '
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A Basic Questionnaire

M

Although evaluative instruments need to be tailored to the particular staft development activities, there are
certain fundamental concerns which can be identified. Following the guidelines of Harnis (1980) and Baden
(1680, a simple questionnaire could be constructed. Containing only six responses, the questionnaire elicits

important information about the participant, the activity, the results, and participants’ suggestions for
improvement. A sample questionnaire is shown below:

Title of Workshop

Presenter v Date

1 DPlease indicate vour teaching experience.

1-2 years 3-5 years 6-10 years

11-15 years more than 15 years

:  Indicate your group assignment.

Teacher leader Administrator leader

Consultant leader Supervisor leader g

Rate the usefulness of the content in terms of ypur job responsibilities

*s

Useful ] i ! ! Useless
5 Rate the effectiveness of the presenter

Effective ! L L i Ineffective
5 How motivated are you to adapt the ideas for vour classroom?

will

defimtely Very

adapt i | L A skeptical

¢ How could this workshop have been more effective’

These six questions can be readily answered. Yet they provide a rich source for avaluating major areas,
including the participants’ motivations. The questionnaire could be given immediately following the presentation
and then, with modifications. could be sent to ‘ndividual teachers a month or two later. Asking participants to
dentify themselves s essentialif thereis to be long-term follow-up. But anexplanation of why namesareneeded
is mandatory so that participants will provide honest responses. ‘

From: Staff Developmant Leadership: A Resource Book. 1983.

' Columbus, Chio:
Ohio Department of Education.
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Boyd County COET Training

1. One feature of this workshop that I particularly liked was:

2. 1 learned the following things at the workshup:

3. This workshop could %eve been improv . f:

4., 1 would like to learn more about:

233
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Workshop:

AEL-REGIONAL EXCHANGE WORKSHOP EVALUATION
EDUCATIONAL SERVICES OFFICE
CHARLESTON, WV 25325

"pffective Schocls Are America's Best Bet"

pate;  April 17-18, 1984

Place: Nashville, Tennessee

I would be willing to discuss further impressions of this workshop with AEL staff or with the
Name:

Business telephone:

Rx evaluator.

A, Background {check cnej

1.

Professional affiliation

i

State Departmepnt of Education
{specify state):

Intermediate Service Agency
Local Education Agency
College or University
Other (specify):

Professional role

NARAR

Instructional Supervisor
Curriculum Specialist
Dissemination Specialist

Evaluation and/or Research Specialist
Teacher

Administrator (specify):

Other {specify):

Check the number of previous Rx-sponsored workshops
attended: .

Rate

attended the Rx workshop:
somewhat important;

AR

1-3 §-6 more than &

each of the following possible reasons that you

3 = vexy important; 2 =

1 = not important

Topics of high personal interest

Information presented will be useful back home
Opportunity to interact with professional peers
Opportunity to interact with presenters/consultants
Topics of direct relevance to my job

Other {specify):

Other (specify):

Workshop Objectives

are attached. Refer to them in

and 2.

workshop objectives
answering guestions Bl

1. Rate the degree to which each stated workshop
objective was met: 3 = fully; 2 » somewhat;
1 = not met .

Objective 2 fObjective 3

Objectivefl

= 1

2. Rate the degree to which each objective is rele-
vant to your work: 3 = extremely; 2 = somewhat;
1 = not relevant

Cbiective 1 | CObjective 2 JOobjective

Comments:

Workshop Implementation

indicate for each statement below the response most
appropriate from your perspective: 4 = absolutely,
ves; 3 = mostly, yes; 2 = mostly, no: 1 = absclutely,

no
1. Consultants and presenters were well
prepared., 4 3 2 1
2. Rx staff and presenters were open to
my suggestions and input. . 4 3 2 1
3. Presentations were clear. § 3 2 1
Presentations were practical. 4

235
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Workshop Implementation (Continued)
5. Presentations were relevant. 1
6. Sessions provided adequate time for
questions and discussion. 1
7. vritten workshop materials were
useful. 1
8. Writtenm workshop materials were
comprehensive. 1
. Written workshop materials were
relevant.
10. The sessions acquainted me with
new human and material resources. 1
11. The workshop sessions were scheduled
to reflect flexibility and adeguate
provisions for participants to self-
select as needed.
12. Pre-workshop materials were helpful.
13. Pre-workshop materials accurately
portrayed the workshop. 1
14. The workshop atmosphere was con-
ducive to learning. i
.15, The werkshop was well managed by
Rx staff and consultants, 1
*'16. The physical facilities for this
workshop were adequate. ; 1
17. The site for this workshop was
easy to get to. 1
18. On balance, this was an excellent
inservice activity. 1
Comments:
Workshop Outcomes/Benefits

Circle one of the ratincs (4§ = absolutely yeg; 3 = ™0

yes;

reflects your assessmen

workshop.

1. Workshop provided me with new infor-

D. Workshop Outcomes/Benefits {Continued)

2.

i2.

Comments:

workshop helped me to locate and
follow-up on programs/practices
which meet my needs.

I gained knowledge about what other
states and organizations are doing
on the topic.

T would distribute workshop materials

or share what I have learned with
colleagues and clients. . :

1 would conduct a similar workshop
for my clients..

I would use workshop materials to
conduct inservice activities for
my staff.

I would use some o° the presenters/
consultants at the workshop to heip
me plan my program.

1 would incorporate what I have
learned in our own program.

1 would contact gso for more inftor-
mation or assistance on the topic.

I would use what I have learned to
stimulate joint planning activities
with my colleagues.

I would like to be informed abput
services gs0 can provide on the
topic . ‘w

I would attend other workshops
sponsored by ESO. .

o

a1y

2 = mostliy no; and . = sbsolutely no} whisch best

mation an3d awareness about products
and programs pertaining to the -
topicis). ot
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o , . | . RATING SCALE
D THIS CONFERENCE HAS BEEN 7 LM .. HIGH
WELL-ORGANIZED (evPHASES ON HELPING; - _
REALISTIC OPTIONS FOR ADULT LEARNERS) 1 2 3 & 5
- COMPREHENSIVE (ADDRESSING MAUCR |
ISSUES, PROBLEMS, THEVES) ’ ! 2 3 4 5
USEFUL (PROVIDING ACCESS TO PRODUCTS,

PROGRAMS, AND PERSONS) 1 2 3 4 5

2 AR ME, THE MOST VALUABLE FEATURES OF THIS COVFERENCE HAVE BEEN: -

3) WMA@MW@HIMWWVMWTW
- RECEIVING INFORMATION ﬁBEIfT NEREX PRONUCTS, PROGRAMS, AND SERVICES

4) MTMMIW@MNYCUHAVEWTMYKWMBYW
NORTHEAST REGIONAL EXCHANGE IN RUTURE ACTIVITIES?




AfL-School-Family Relations Workshop Evaluation Teachers and Other Specialists
P. 0. Box 1348
Charleston, WV 25325
* . :
Worhshop: Improving School-Home Communications: lsing A Resource Date: October 16-17, 1984
: Notebook = - >

I would be willing to discuss further impressions ol this workshop with AEL staff. . .
Name:
Business Telephone:

A. Background (check one) B. Workshop Objectives e T
1. Professional affiliation 4 Korkshop objectives are attached., Refer to them in answering .

questions Bl and 2.
State Pepartment of Educotion , .

- {specify state):

1. Rate the degree to which each stated vorkshop objective was

Intcrmediate Service Agency met: 3 = fully; 2 = scaewhst; i = not met
Local Education Agency . . i
- College of University Objective 1 § Objective 4 | Objective 3

Other (specify}:

L 21
-

Professional role

' 2. Rate the degree to which cach objective is réievant to your
* work: 3 = extremely; 2 = somewhat; 1 = not relevant
Instructional Supervisor :
—_— Cu"“‘_um fpecialist Objective § | Objective 2 | Objective 3
Teacher |

Administrator (spcci%y}:
Other {specify):

Comments:
= 3. Rate each of.thc following-possible reasons’ that you .
m " attended this workshop: 3 = very important; 2 » .
. somewhat important; 1 = not important ¢ —_—
g Topics of hign personal interest
(!1&% information prosentod will be usefu%ﬂback hone
e Opportunity to interact with professional peers
L "".j;,f,',-:x Opportunity to interact with presenters/consultants C. Workshop Implementation
"ygf."; —_ Topics of direct relevance to my job Indicate for cuch statement below the response xost sppropriate
S e - ] —~ from your perspective: ¢ = sbsolutely, yes; § » mostly, yos; -
fua Other (specify): 2 = mostly, no; 1 = sbsolutely, no -
e Other (specify): : '
o i. Consultants and presenters were weil
¢ preparad. § 3 2 1 b
| 23(} ' - 2. AEL staff ond presenters were open to

sy suggestions and jmput, 300¢ 3 2 1
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L e s menm st hnne yos

B ,
‘wi C. Workshop Implementation '{conzinued) D, Workshop Outcomes/Benefits {continued)
Lo 3. Presentations were clear, 4 3 2 1 2. NWorkshop helped me to Jocate and follow-up on
m'*:;; programs/practices which meet my needs, 4§ 3 2 1
E".‘;E:j 4 Fresentug’ions were practical. 4 3 2 1
v . e ' 3. I gained knowiedge about what other states
SaniCy, 5. Fresentations were reievant. 4 3 2 1 and organizations are doing on the topic. 4 3 21
e 6. Sessions provided adequsto time for 4. I would distribute workshop materials or
wrl questions and discussion. ¢ 321 share what I have leamed with coileagues )
- & Written workshop materials were useful. 4§ 3 21 and clients, 4 3 2 1
E:A.,_, 8. Written workshop materials were compre- : 5. T would conduct L simiisr workshop for my .
&., hensive, 4 3 2 1 clients, § 3 2 1
e 9. NWritten workshop materials were 6, I would use workshop materials to conduct
L relevant, 4§ 3 2 1 inservice activitics for my stafif, § 3 21
10. The s235iuns acqurinted me with new - 7. T would use some of the presenters/consul-
human and material resources, 4 3 2 1 . tants at the workshop te help me plan sy
11. The workshop sessions wese scheduled progray. ¢ 321
to reflect flexibility. § 3 2 1 8. T would incorporate what I have jesrned in
12, Pre-uort?ﬂp\s’ateriz\s sccurately our own program. - $ 321
portrayed the workshap. § 3 21 9. 1 would contact AFL for more information or
13. The workshop atmosphere was conducive assistance on the topic, ) " 4321
to learning. 4§ 3 2 13 - . 10, T would use what I have learned to stimulate
14. The workshop was well managed by AEL joint planning octivities with my colleagues. 4 3 2 1
staff and ceasultants. : 4 3 2 3 il. 1 would like to be informed about services
15, The physical facilities for this AEL can provide on the topic, 6521
workshop wers adequate, § 3 21 12. T would attend other workshops sponsored
6. The site for this workshop was easy » by AEL. . 43213
to get to. 4 3 2 1 ,
i7. On balance, this was an excellent Commasts:
inservice activity, 4§ 3 2 1 ) ®
Commonts: ‘ ) . . -

B, Workshop Outcomes/Benefits .

Circle one of the ratings (4 = absoiutoky yes; 3 = mostly ves;
2 = po~tly no; and 1 » absolutely no) which best roflects

s your assessaent cf the wtcmes/?nefxts of the worksiop.
& i. Workshop prwidcd e with ﬁcw {nforma. “
: tion and aworeness about products and o
programs pertaining to she topic(s). § 3 2 1

v
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Improving School-Home Communications: Using A Resource Notebook
Y

Objectives for Teachers, Specialists, and Other

School Personnel Working Directly with Families

Participants will learn current research and recommendations relating
to school-family relations and parent invelvement, with emphasis on
the Appalachian Region.

Participants will learn and practice skills in school-family communi-
cations, |

Participants will develop school-family communication materials and
plan for implementation in their own schools,
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Staff Development Specialists

ASL-School-Family Relations Workshop Evaluation
P. 0. Box 1348
Charleston, WV 25325

pate: (ctober 15-17, 1984

Worhshop: IMproving School-liome Communicaticns: Using A Resource
Notcbook

I would be willing to discu-s further impressions of this workshop with AEL staff.

Name:

Business Telephone:

B. Workshop Objectives .

A.  Background {check one)
Refer to them in snswering

Workshop objectives are attached.

1. Professional affiliation ‘
questions Bl and 2.
State Department of Education ,
{specify statg): 1. Rate the degroe to which each stated workshop objective was
__ Intermediate Service Agency met: 3 = fully; 2 = scmewhat; 1 » not met
Local Education Agency ’
Objective | | Objective 2 { Objective 3

College or University
Other {specify}:

Rate the degree to which each cbjective is relevant to your

2. Professional role
work: 3 = extremely; 2 s somewhat; ! = not relevant
Instructional Supervisor
__ . Curriculum Specialist [ Objective 1 | Objective 2 | (bjective 5 L
Teacher -
Administrator {specify):
Other (specify): _ Comments:
3. Rate cuch of the following possibie reasons that you
» attenled thys workshop: 3 = very important; 2 =
i~ somewhat important; 1 s not important :
& *
8 Topics of high porseasi interest
g?”l Informatien presented will be useful back home
=N Opportunity to interact with professionsl peers
- Opportunity to interact with presenters/consuliants C. Yorkshep Implementation
.".':; Topics of direct relevance to my job ' indicate for cach statement below the response most appropriste
il from your perspective: 4 s absolutely, yes; § » mostly, yes; .
_ew 1] . L 1) L ]
e e Other (specify): 2 = mostly, ne; I = absolutely, no
g Other {specify): ‘ '
b5 . 1, Consultants and presenters were well
: prepared, 4§ 3 21
2, ABL ataff snd presenters were gpen to
4.3 2 1}

S 304
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€. wor.shop Impicmentation {continued) Workshop Qutcomes/Bencofits {continued)
2322 3, Presentations were clear, 4 2. Workshop helped me to locate and follow-up on
e . . programs/practices which meet my neceds.
i 4. Presentations were practical.

R . levant 3. I gained knowledge sbout what other states
=SE: 5. Presentations were relevant. , and organizations asre doing on the topic.
wom 0. Sessions progxggg :de§§:t= tize for 4 4. I would distridbute workshop materials or
g::: questions anc discussioi. : share what I have learned with colleagues
S 7. NWritten workshop materials were useful. 4 and ciients.

C3 8. wWritton workshop materiais were compre- 5. T would conduct s similar workshop for my
=wri hensive, . 4 clients.
' 9, Written workshop materials were 6. I would use workshop materials to conduct
rejevant, 4 inservice activities for my staff,
10. The sessions acquainted me with new 7. I would usoe some of the presenters/consul-
huzan and material resources. ) tants at the workshop to help me plan my
11. The workshop sessions were scheduled program. .
to refiect flexibility, 4 8. T would incorporate what I have learmed in
12. Pre-workshop materials accurately Our own progras.
portrayed the workshop, 4 8. I would contact AEL for more information or
13. The workshop atmosphere was conducive dssistance on the topic. i
to learning. 4 10. I would use what I have learned to stimulate
14. The workshop was well managed by AEL joint planni?g activities with my colleagues.
staff and consultants, 4 11. T would like to be informed about services
15. 7 The physical facilities for this AEL can provide on the topic.
workshop were adequate. 4 12, T would astteond other workshops sponsored
q ”
16, The site for this workshop was easy by AEL.
to get to, L'Y
17. On balance, this was an excellient Comments:
inservice sctivity, 4
Comments:

Workshop Qutcomes/Benefits

Uircle one of the ratings (4 = sbsolutely yes; 3 = mostly yes;
2 = mostly no; end 1 = gbsolutely no} which best reflects
your assessment of the outcomes/benefits of the workshop,

}. Workshop provided me with new informa-
tion and swarcness about products and
programs pevtaining to the topic(s).

§ 3 2 1
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Improving School-Home Communications: Using A Resource Notebook

Objectives for Staff Development Specialists

Staff Development Specialists will learn current research and
recommendations relating to:”

A. school-family relations, with emphasis on the Appalachian
Region, and '

B. staff development in today's schools.

Staff Develgpment Specialists will learn and practice skills
itsschool-fanily communication.

Staff Development Specialists will plan and implement selected
staff development activities using the principles and procedures
in the Staff Development Resource Notebook for School-Family
Relations,
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